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Course Objectives

* Learn to join import AASIS reports into
Microsoft Access and Microsoft Excel.

* Learn to join different reports into one
report.

e Learn to create a table that contains fields
from several different reports.

AASIS Support Center
April, 2002
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Downloading reports to Microsoft
Access enables you to join reports

 You can create a table that has fields from
several different reports

* To join reports, they must have a common
field

* Many AASIS reports have common fields
for document numbers, vendor numbers,
cost elements, etc.

AASIS Support Center
April, 2002
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The first step 1s to run the AASIS
reports

In this example, the user has a list of
payments from the GD20 report.

 The user wants to know what vendor these
payments went to.

The GD20 report has the vendor number,
but not the vendor name.

AASIS Support Center
April, 2002
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The solution 1s to join the GD20
report with a list of AASIS vendors

 First, run the GD20 report, add a variant for the
vendor number and sort by vendor number

 Enter that range of vendors into a vendor display
report

* Download both reports into Microsoft Access and
create a new table with the GD20 information
combined with the vendor names from the vendor
table.

AASIS Support Center
April, 2002
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First, run the GD20 report

AASIS Support Center
April, 2002
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down, we also selected period 10 to 10 to retrieve one month’s
worth of data.
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Display of selected line items

4P MNEST FEEE RS & cws: s TR ZFER
[«
Cost ctr|Fund Cmmt item| Trans.cur. (Pstg date |Doc. no. Yendaor EE
353210 E¥aQ100( 502 00:02 2.00 (0452952002(1007331953 100050596
353210 EVAEMOQ( 502 00:02 32 64 |04701 72002 1A0E332235 (1000558745
353210 Evaioo( 502 00:02 27 .84 |04701 72002 1A06332235 (100055745
353210 EVaQ100( 502 00:02 29.86 |0470372002( 1006544430 (1000095350
353210 EVAEIOG( 502 00:02 105. 00 |0470572002) 1006755497 | 100058745
353210 EvaQioo( 502 00:02 181 .20 |04/70572002) 1006755497 | 100055745
353210 EVaqoo(502.00:02 92 00 |04705/20021006755494 (100055745
353210 EVAEIOO( 5020002 89,84 |04705/2002[ 1006755494 [100B55745 —
353210 E¥aQ100( 502 00:02 45 .00 |0470572002( 1006755494 (100055745
353210 EVAEMOQ( 502 00:02 20.40 |04705/2002[ 1006755494 (1000558745 B
353210 Evaioo( 502 00:02 23.44 0470572002 1006755499 (100081587
353210 EVaQ100( 502 00:02 1558.41 |0470572002) 1006757301 |[100001557
353210 EVAEIOG( 502 00:02 175,00 |0470572002) 1006755496 | 100058745
353210 EvaQioo( 502 00:02 27 .84 |0470572002[ 1006755496 (100055745
353210 EVaqoo(502.00:02 51.30 |04705/2002 1006755496 (100055745
353210 EVAEIOO( 5020002 100,80 |04705F2002) 1006755498 | 10055745
353210 E¥aQ100( 502 00:02 153.00 |04/70572002) 1006755495 | 100055745
353210 EVAEMOQ( 502 00:02 139,47 |04/705/2002) 1006755498 | 100058745
353210 Evanioof 502 .00: 02 67 .84 10470572002 10067575301 (100001557
Using variants, unwanted columns were eliminated from the report
and the vendor column was added. From the menu choose System
> List > Save > Local File
B
[~

|@ Dizplay wariant copied

[>|PRD {17 100 sapapl2  OWR

AASIS Support Center
April, 2002
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Lizt Edt oto Zettings  System  Help
@ | Create session 2, [H] ﬂﬂ i A9 E E @I P
i AR P
B End session
Display of selected _
zer prafile L
M 4 »rMET s F Services v | choose [ Save TP 3
Ltilitie= r . . E
Cost ctr|Fund Cmmt List 3 Prirt dor E
353210 EYAQIAE| 5021 orkflow H Eirnd... Q5SA39E
353210 EvVaDIoo| 502:1 . )
353910 Evaginn| sas - Links Save L Office folders
323210 EVADTOD) SDZ:1  Private notes Send henu folders
353210 EvVaDioo| 502:1
353210 EVvami@o|saz:1  Own spodl regquests Lizt header Local file
35321'3 EI'||IID|E|1E|E| 5'32:' . Tz T 9 39 T IS0
353210 |EvAG@1080[502.y Owniohs 02| 1006755494 [ 100056745 -
353210 EVADIOG| 5021 Short message HO2( 100EFE5494 | 100058745 |
353210 EvVaDIoo| 502:1 I02( 1006755494 | 100055745
353210 EVADIOO0| 5021  Status... no2( 1006755499 | 100001587
353210 EVADIOG| 5021 HO2( 1O0ETSF301 | 100001587
353210 Evagieoe|s02 .y Logoff I02( 1006755496 | 100055745
353210 EVADI0O| 502 g T2 7. 8d [UATUSTIU02 | 1006755496 (1000587 45
353210 EVADIOO|502:00:02 51.30 |04/05/2002| 1006755496 (100055745
353210 EVADIOOD| S02:00:02 100,80 (O04/05/2002| 1006755498 100058745
353210 EVADIOO|502:00:02 152.00 (D4/05/2002| 1006755498 |100058745
353210 EVADIOO| 502:00:02 139.47 (04/05/2002| 1006755493 | 100058745
353210 EVAQI0QO|502:00:02 BT .84 |04705/2002| 1006757301 (100001587
353210 EVADIOO| 5020002 178.00- (0470572002 1006805388 | 100058745
353210 EVADIOO| 502:00:02 27.84-|04/05/2002| 1006805358 (100055745
353210 EVADI0O| 502:00:02 51.30-|04/05/2002| 1006805388 (100058745
353210 EVADIOO|502:00:02 158.41- (0470572002 1006805397 | 1000015587
353210 EVADIOOD| S02:00:02 G7.84-|04/05/2002| 1006505397 (100001587
353210 EVADIOO|502:00:02 23.44. 0470572002 1006805706 (100001587
353210 EVADIOO| 502:00:02 108.00- [04/05/2002) 1006805389 | 100058745 | |
[~
~

| b [ PRO (13 (100) P2l sapap0z | OWR
Hstart||| 1] & 1 B V|| Blr| @l 5] R[5 ] B R (@S-G LI D THel

AASIS Support Center
April, 2002
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v %

Choose the spreadsheet option and click the green check.

AASIS Support Center
April, 2002
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Transfer DAT to a Local File
File name ChDocuments and Settings Al Users S APWorkdirwendoradded Lt
Tranzfer 3§

Give the file a name that ends with .txt to save as a
delimited text file. Click transfer.

Tran=fer

AASIS Support Center
April, 2002
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Next, run the vendor report
S ALR 87012087

AASIS Support Center
April, 2002
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Program  Edit Goto Systern Help

& 2B Ie@@ BHE DDO0 BE @m —
List of vendor addresses
B % )2 &
Wendor selection
“Yendor account 100000897 to 100874058
Selection uzing =earch help |
— ;i';;f’ The account numbers were
Complex search help E selected by taking the smallest
e — and largest vendor account
[ ] Decimal comma instead of decim number contained on the GD20
SR — report. Warning: Vendor tables
& Rafurher pocessrg | are very large. You may want to
S = limit this by dynamic selection or
| BBC analysis () Spreadsheet run the report twice with each
o e SN EE containing half the vendors.
I Save with 1D

Click Execute to run the report. @’l

[>|PRD {17 100 sapapll | OWR

AASIS Support Center
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List Edit Goto System

Helgp
< GO DHE ONDO80 ) EE @
L ist of vendor addresses

LA B ESOHMBut InE ZF B B sec B Selections

[«

Mendaor Hame A Street name Ctr Postal cod E
Location 1
100062998 MAGEE SYBILLE STATE OF ARKANSAS, E BE GoO@
ELLEZELLES
Number of country keys BE 1 *

Ed
100086165  VAMNUCI, JOSE WOLFANGO MONTES SENADOR MEMDOMCA 113 BR 960152000
PELOTAS
Number of country keys BR 1 *

*
100071440 GILBEER, KEMNETH BEYERLY 36 HOPEDALE AYENUE  C&
QUEBEC
100870555  HUMMINGEIRD LTD 1 SPARKS AYEHNUE CA
MORTH WORK
TERAEYFE2  ILCO UMICAN 7301 DECARIE ELYD CA
MONTREAL
100069025 MARGO SUPPLIES IMC Th rt I k_ I_k
HIGH RIYER
100072893 PETER GANMON e repo comes up 00 Ing IKe
YICTORIA 1 1 1
10060521  RAMSFORD, THOMAS . thls' NGXt! CIICk the icon to
QOUEBEC CITY - T
100861297 SPECIALTY TECHMICAL PUBLISH dISplay as table. [
MORTH WANCOUWYER

100060129 WALDALE MANUFARCTURING LIMITED 17 Tantramar Crescen CA E4H 416 |

e ]l [ ][]

[>|PRD {13 £100) sapapll | OWR

[«IMv i

AASIS Support Center
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Lizt Edit Goto  System  Help oy
& Bd 0 eEee DHEB DDLOD BE @m .-
List of vendor addresses
ol e e List (I8 (2 (&) Extended [Z7 ABC EIS | Selections
List of vendor addresses Status /
|[Efvencor Marme 1 Strest name Ctry |Postal code  |Location |ﬁ|
| H000B2998  MAGEE SYBILLE STATE OF ARKANSAS E  BE 0000 ELLEZELLES [«]
| HOOODB1ES  [WANNUCI, JOSE WOLFANGO MONTES SEMADOR MEMDOMCA 113 BR SE0152000  PELOTAS [+]
| HODO71440  |GILBER, KENNETH BEVERLY 6 HOPEDSLE AVENLE 1A GLEBEC B
| HODO70555  HUMMINGBIRD LTD 1 SPARKS AYEMUE A MORTH YORK B
| HODOB77O0Z  JLCO LNICAN 7301 DECARIE BLYD A MONTREAL
| [000BA025  MARGO SUPPLIES INC o HIGH RIVER:
| HOD072833  PETER GANNON 20 CADILLAC AYENLUE o ICTORIA,
| HODDBOS21  RANSFORD, THOMAS J, LA Al UMY, DEPT. O A QUEBEC CITY
| HODOE1297  [SPECIALTY TECHMICAL PUBLISHERS INC A306-267 WEST ESFLAN 1A NORTH * ANCOLVER
| HO00B0129  WWALDALE MARNUFACTURING LIMITED 17 Tantramar Crescen CA B4H 405 AMHERST
| HOD0BE835  |ABE BOMEM ING s55, BOUL, CHARESTE A (1K 9H4  KUEBEC
| HODDOSTES  POULLATA, 1S54 4, 3455 MCTAYISH ST ca o H3L 1Y MONTREAL
| HO0039359  MCGILL UMIVERSITY
| hooosssss  jauantum eioTECHNOLOGES, el The report d|sp|ayed as a table.
| MO00BS8SS  JATA FINANCE DEPARTMENT e I a
| HODO73058  FOLIA INDUSTRIES INC =5 YORK ca L0S 1HD HUMTIMGDON [«]
| Ho0067200  RADISSON DESIGN, INC. 4701 ROUTE 117 ca GG 275 F Q. [=]

L] e]] I L]

[>|PRD {17 100 sapapll | OWR

AASIS Support Center
April, 2002
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Edit aoto  System  Help :
@ AQ SHE OO AR @ .-
= Selection=s Shift+Fs —
L
Za B Extended 27 ARC EIS | Selections
--  Interactive list Ctri+Shitt+F&
iLi: Status !
= Graphi Fa .
E = Street name Ciry [Postal code  |Location @
File stare Fd US [F2221-2871 LITTLE ROCK (=]
| Spreadsheet F7 IS [2221-3034  LITTLE ROCK [+]
|| sedpesssty Clrl+Shift+F5 S [2221-3208  LITTLE ROCK
S [F2221-3403  LITTLE ROCK
o AB-analsis Crisshift+F4 S [F2221-3403  LITTLE ROCK
| Additional guery functions Ciri+=hift+F7 S 722714120 LITTLE ROCK
| EIS Crl+F1 S [2221-4667 LITTLE ROCK
| Private file S [F2221-4861  LITTLE ROCK
R R S 22215061 LITTLE ROCK
_ _ IS [2221-5204  LITTLE ROCK | |
Bt =hift+F3 US 722215220 LITTLE ROCK _|
H00037484 U S DEPT OF AGRICULTURE MFC S [F2221-5220  LITTLE ROCK
100064203 DIGESTIVE DISEASE CEMTER IS 22215306 LITTLE ROCK
100051579 FDELETE STAMDARD BUSINESS S .
100063177 BEHIND THE MALL CINEMA, To export the report, go to List,
100033242 BRKANSAS RECYCLING COMLITIC FI | r | |
100032660  RAIMAATER, DUNCAN € S'FO €. _ . [«]
| [00032653  RAIMWATER, MICHAEL R. 800 5 SHACKEFORD #3 US [F2221-5983 LITTLE ROCK [+]
[a][»]] | J[4][]

| [ | PRD (11 (100) 2| | sapapDl | OVR
start| | 1] @ 1 > || Ol | @i 5] BY5. | DR (@t BN Ev.| [S4 LPTALBD Tl 254w

AASIS Support Center
April, 2002
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E::'I.Dcucuments and Seftings\Al Users'SAPWorkdirbQZ 7 SAPQUERY FKF1 @

T %

Give the file a name and Transfer

Transfer

AASIS Support Center

April, 2002
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Next, clean up the files for easy transport to
Microsoft Access

AASIS Support Center
April, 2002
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open 21|
Laok in: I[:l SaPWarkdir j oo 7o W = Todls =
I calsync @S.ﬁ.F'LDcaIADMINISTR.ﬁ.TORData.mdl:u
-4 _ILocalData (B saPLacalCSYOLLMAND ata. mdb
History IR susan.xls
3 saplogon E susanz . bxk
A S13cost.bxk 2] testol, bt
4513005t x5 @testﬂz.xls
My Documents  []5130d20. s = testns. but
513wend @test[ﬂ.xls
513wend.bxt wendar

&

colleen, bxk vendoradded, bxk

currencygrenlin, bk zfwarrant

)
[5)
a
-
=1
a
o
[Im]
=}

Favorikes 3 NEWLESET,
= Open one of the files, using
) 2= ile name: -
e Microsoft Excel.
Flaces Files of type: arFies ™" =] = .,

AASIS Support Center
April, 2002
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Text Import Wizard - Step 1 of 3 7| x|

The Text Wizard has determined that wour data is Delimited.
If this is correct, choose Mext, or choose the data bype that best describes wour data.
riginal data type
Choose the file bype that best describes your daka:
% iy ed: - Charackers such as commas ar kabs separate each field,
- ‘Igixeu:l m&th - Fields are aligned in columns with spaces between each field,

Skark import at row: |1 5‘ File arigin: Windows (ARSI j

Preview of file CHiDocuments and Setkingsial Userst SaPworkdirivendoradded, bxt,

Y
AOCost ctrOFunddCowmt itemATrawns. cur OPstg datedDoc.no OWendor j

AO035232100EVAQLOOOE0E - 00 0z0 136  BEO04 /29200201007 330931
AO02E522100EVADLIOOOEDZ - O0: OEO Q6. E0O04 22/ 2002010072202321

i
Cancel | = Back | Mexk = I Einish |

- |r.-| |.n- |.;._-. |N ||—-

Choose the Delimited text option and click through the

screens, accepting the defaults by clicking Next and
Finish.

AASIS Support Center
April, 2002
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AASIS Support Center
April, 2002

Text Import Wizard - Step 2 of 3 d |

This screen leks wou set the delimiters your daka contains, You can see

b wour kext is affected in the preview below,

elimiters
v 1ab
| Space

[ Semicalon

[T other: I_

[ Comma

Dakta preview

Reporting from AASIS with Microsoft tools

™ Treat consecutive delimiters as ane

Text gualifier: I ]"

s
Trans.cur. [Pstg date poc.ono

Cost ctr [Fuand Cmmt item
[FE3Z10 wAdlao |sOFZ-00:0z 136 52 pP4s232008 AO0O733
[FE3Z10 wAQlao |sOF-00:02 .20 p4sEIFE002 lDD?SS.:J
l | i
Cancel = Back | i i Einish |

23



An AASIS Training Guide Reporting from AASIS with Microsoft tools

Text Import Wizard - Step 3 of 3

This screen lets yvou seleck each column and set
the Daka Format,

olumn daka Format
* General

& Texk
" Date: MDY v

™ Do not import column {skip)

‘General’ converks numeric values to numbers, date
walues to dates, and all remaining walues to text,

Advanced... |

Dakta preview

AASIS Support Center

April, 2002

Copergl GCopergl Coporgl Conorgl Conoral Conorg) "
Cost ctr [Fund Cmmt item [Trans.cur. [Pstg date Dnc.nnj
[FE2z10 Tanloo |[E0Z-00:02 136_ 82 P4sE3/2002 LOO733
[FE2z10 Wanloo [E0Z-00:0z2 6,20 P4/2972008 1007330
4 | i
Cancel = Back | Mexk = |
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Ed Microsoft Excel - vendoradded.txt =8| x|
File Edit ‘“iew Insert Format Tools Data  Window  Help Type a question for help = 2 & X
DEeEsSx S&AYV &8 - @ =-2] @E 7 R U= b=l D
3 E ?@ A T ¥ [ % gﬁ ¥ Reply with Changes... End Review... _
A1 - e
AB|C|D|E|F|G|H|||J|K|L§
1
2 1 Cost ctr  |Fund Crmmt iterr Trans.cur. | Pstg date Doc.no. “endar J
3
4 F63210 EVADI00 502:00:02 13652 4/29/2002 | 1.01E+HD
5 353210 EWvAD100 | 502:00:02 95,2 4/29/2002 1.01E+19
5] 363210 EVADI00 502:00:02 119.24 472972002 1.01E+9
7 353210 EWAD100 | 502:00:02 339 452972002 1.01E+H19
a 353210 EWADI100 | 502:00:02 898.7 452972002 1.01EH19
9 323210 EWADI00 | 502:00:02 265 402902002 1.01EH19
10 FR3210 EWADI00 | 502:00:02 1627 4/29/2002 1.01E+HD
11 F53210 EWADI00 | 502:00:02 1958 4/20,/2002 1.01E+HD
12 F63210 EWADI00 | 502:00:02 J2B4 4152002 1.01E+HI3
13 353210 EWvAD100 | 502:00:02 2784 4172002 1.01E+H)9
14 353210 EVAD100 | 502:00:02 2986 44872002 1.01E+H9
15 353210 EWAD100 | 502:00:02 A4.16 4872002 1.01E+H9
16 353210 EWADI100 | 502:00:02 4372 4872002 1.01E+H9
17 323210 EWADI00 | 502:00:02 39 482002 1.01EH19
13
18] | Clean up the file by widening columns and eliminating
20
21| | unused columns and rows.
22 JaISTUTENVADTUD TE0LS IS Zab 05T 48/ 0027 T.UTEHTS
23 353210 EWAD100 | 502:00:02 1845 4/8/2002 1.01E+HIS
24 353210 EWAD100 | 502:00:02 4947 4/8/2002 1.01E+H3 Jj
M 4 ¢ H|'vendoradded / 1 | 1
Feady FLIN

25
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Ed Microsoft Excel - vendoradded.txt =18] x|
File Edit  iew Insert  Format  Tools Data  Window  Help Type a question for help |+ 2 & X
DEEdSH SRV & - @ =-2] @BF 7 -0 | Eoe 7
3 E ?@ A T ¥ [ % gﬁ ¥ Reply with Changes... End Review... _
J352 - B

A | 8 [ ¢ [ b [ E | F | &6 [ W [ o+ PRI kK [
1 |Cost ctr Fund Crmmt iterr Trans.cur. Pstg date Doc.no. “endar J
2 353210 EVAD100 | 502:00:02 13652 4/23/2002 1007 3305351
3 353210 BEVAD100 | 502:00:02 962452352002 1007 3305931
4 353210 EVAD100 | 502:00:02 11924 4/23/2002 1007 3305931
) 353210 | EVADT00 | 5020002 33.9 4/29/2002 | 1007 330931
B 353210 | BEVACDT00 | 502:00:02 937 4/29/2002 | 1007 330931
fi 353210 EVAD100 | 502:.00:02 255 472972002 1007 330531
il 353210 EVAD100 | 502:.00:02 1527 42572002 1007330931
9 353210 BEVAD100 | 502:00:02 19558 425972002 1007330931
1d 353210 EVAD100 | 502:00:02 JZ.B4| 4112002 | 1006352235
11 353210 BEVAD100 | 502:00:02 27.84| 412002 10063352233
12 353210 EVAD100 | 502:00:02 29.86| 4/52002| 1005775999
13 353210 | EVADT00 | 5020002 8416 4/8/2002 1006505549
14 353210 | BEVACDT00 | 502:00:02 4372 4/8/2002 1006305345
15 353210 EVAD100 | 502:.00:02 3.9 4/8/2002 1006805953
16 353210 EVAD100 | 502:.00:02 5.5 4482002 1006805953
17 353210 BEVAD100 | 502:00:02 125 4/8/2002 | 1006305953
18 353210 EVAD100 | 502:00:02 11 4/3/72002 1006805953
19 353210 BEVAD100 | 502:00:02 b 4/5/2002 | 1005805253
20 353210 EVAD100 | 502:00:02 256.05) 4/8/72002 1006805246
21 353210 | EVADT00 | 5020002 184.5 4/8/2002 1006805348
22 353210 | BEVACDT00 | 502:00:02 4947 4/8/2002 1006305345
23 353210 EVAD100 | 502:.00:02 503.1| 4/8/2002 | 1006505546
24 353210 EVAD100  S02.00:02 4600 A4/82002 | 1006805250 Jﬂ
M 4 ¢ M[ivendoradded / | A | | LI
Feady FLIN

AASIS Support Center
April, 2002
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Ed Microsoft Excel - vendoradded.txt =8| x|

File | Edit Yiew Insert Format Tools Data  Window Help Twpe a question Forbelp = o & X
Of 0 New... B & - @ s -4 {3 7 Ak o Fl=2|3c w2
LEE? Open... Lo Qﬁ ¥¢ Reply with Changes... End Review... _
Close

L save Chrl+5 | D | E | F | G | H | ) | kKT
1 I e A |iterrTrans.n:ur. Fsty date Doc.no. “endor J
2 002 13652 4/29/2002 1007330931
5 |MH Save as‘Web Page... 0:02 95.2 | 4/29/2002 | 1007330931
4 |® Search... 002 119.24 4/29/2002 1007330931
5 sreb Pace Prou 002 33.9 4/29/2002 1007330931
3 Al S 002 957 4/28/2002 1007330931
7 Page Setup. .. 002 255 4/29/2002 1007330931
g S , 002 1627 4/29/2002 1007330931
e _ _ 002 196.8 | 4/29/2002 1007330931
10| L& Print Preview 002 T2 64| 4/1/2002 1006332235
11& erint... Chrl+p D02 2784 4/1/2002 1006332238
12 cord T 002 2966 4/5/2002 1006775993
13 =g e Y oz 5416 4/8/2002 1006805549
14 1 vendaradded. bxt 002 4372 4/5/2002 1008305943
15 S 002 39 4/8/2002 1006305953
16 = 002 85 4/3/2002 10065305953
17 351 3vend.bxt 0:02 12,5 4/8/2002 1005805553
18 4 513vend 002 11 4/8/2002 1006805953
19 . . .
) | Save the file using the save as command using the Tab
21 ] - - -
- | delimited text file type.
23| 353210 BEVAQ100 | 502:00:02 £03.1 4/5/2002 1005805946
24| 353210 BEVAOD100 502:00:02 460 4/3/2002 | 1006305950 -
M 4 ¢ H|wwyendoradded / | 1 | | Ll
Ready RN

| Bl] @i 5| Gir| o) & B sar[[EM. (@SE SODTMB L @Tal 41z

§£5tart|“ ol = el S

AASIS Support Center
April, 2002
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Fd Microsoft Excel - vendoradded.bxt - | ) |5|
File Edit “iew Insert Format Tools Data  Window Help Type aquestionforhelp =/ o @ X
DRSS &Y 4 8Blao-|@& =-2] {2 72 aia - 10« | = o | e E
3 Save the file and follow the same procedure (open in
Excel, clean up and save as tab delimited text file) for the |75
.- other report. 0
3| 2 7/
g gggglg Save in: II:l SaPwarkdic J = - (1) @ 05 Ef - Tools -
B | 353210
7 | 383210 -4
8 | 353210 T
9 | 353210
10| 353210 A
11| 353210 '
12 353210 My Docurnents
13| 353210
14| 353210 7
15| 353210 Bﬂ
16| 353210 Deskkop
17 | 353210
18| 353210
19| 353210 i]
20 253210 Fawvaorites
21| 383210 =
22| 383210 gﬁ -| , =
3| 3210 | myrgwerk = e |
24 | 353210 Pl Save as bype: b delimited (*, - Cancel | -
T Toven aces IText (Tab delimited) {*,Ext) J Ance ; | LIJ_‘
Ready RN
start| | 7] & =3 > 7| O] @i 5| Gr| 0| 5| IR MR |[Em [ BEJ LI D @D Tad  4i12pm

AASIS Support Center
April, 2002
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=181 x|
° File Edit  Wiew Insert  Tools  Window  Help Twpe a queskion for help =
DS HR ERAY | ibRao- %R |d | =5a-0,

Open Microsoft Access and choose New Blank Database.

ColleenTest, mdb

kester.mdb
access best.mdb
dbl.mdb

New
Blank Database

age
Project (Existing Data)
Project (Mew Data)

MNew from existing file
ﬁj Choose file...

New from template
General Templakes. ..

@ Templates on Microsoft, com

£ add Netwark Place,.,,

@ Microsaoft Access Help
Show at startup

Ready LM

Mstart || | 1] @ 59 > 7| | O] o 5| AJR| @50 @8's| ER| R| MM (@S LpDE D@ Tilad 414 Pm

AASIS Support Center
April, 2002
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This box will pop up so you can save and name the file.

Save in; I@ My Documents j - - o W O R ~ Toaols

@M‘y‘ Pictures
@access kest.mdb
@ kester.mdb

History

L

My Documents

&

Desktop

ol

Favorikes

File: name: Ivendu:urname el

i

=
Save as [ype: IMiu:ru:usu:uFt Access Databases (*.mdhb) j Cancel

AASIS Support Center
April, 2002
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Microsoft Access =8| x|
Edit  Wiew Insert  Tools  Wwindow  Help Twpe a queskion for help =

QN W . | R - ﬁw||n€v 3.

&M, Chrl+0

| Get External Data 3 |

E Imnport... | ;IEIEI
Close #+F Link Tables...

H - Chrl4-5
Save As...

Excpoart. .. ering daka

i wizard

Page Setup...

Prink Prewiew

CErl+P

Prink. ..

Send To

Database Properties

1 wendorname. mdb

Z k0. CaolleenTest, mdb

3 \Documents and Setkingsy, . \kester.mdb

4h..\access kest,mdb

Exit

From the menu choose File > Get External Data > Import

MM

Ready

start| | 1) & 3 > 7

AASIS Support Center
April, 2002
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mport 2| x|
Look i_l-I: ID SaPwarkdir j (::| - @ x EI - T|:||:||_57

t
—
o
[l
[N
)
T
o
I

History

S13cost, bxt
S13vend.bxt

i,

L_‘?

My Docurnents colleen, bzt
currencygremlin bxk
F gremilin, kxk
susanZ.bxk
Desktop kestOl . kxk
best03, Ext
wendoradded, bxt
*
Favorikes
=]
:_Ii File name: I j Impart I
Il Mebwork, _
Places Files of type: IText Files (*, kxk:*, cov;® bab;*, asc) j Cancel |
£

Find the file and click Import. Import

AASIS Support Center
April, 2002
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B3 Import Text Wizard |

Your data seems to be in a 'Delimited’ formak, IF it isn't, choose the Format that more carrectly
describes vour data,

o ggelimited - Characters such as comma or tab separate each field

£~ Fixed Width - Fields are aligned in columns with spaces between each field

ple data From file; CHDOCUMENTS AND SETTINGSVALL USERSSAPWORKDIRWENDORA
Cozt ctrOFunddCrmt itendTrans.cur.0Pstg datedDloc.no.| *~
F532100EVADLI000502Z :00: 02013 6. 5204/29/200201007330231
F532100EVAD1000502 :00:02096. 204/ 29/ 2002010073302310
532 100EVAD100050Z :00:020119.2404/29/2002010073309231
F532100EVAD100050Z :00: 02033 .904/29/2002010073302310
F532100EVAD100050Z :00: 020958, 704/29/2002010073302310 LI

L
o]
3

EREERE

I Caad oOITAOd SOOI COS s oo . Oanac FOadaodaoaoand anmaacoa4m]

2 ja
.ﬁ.dganced...l Cance| | < Bach: I Mexk = I Einish |

-
1]

Choose Delimited and click Next. I Mext =

AASIS Support Center
April, 2002
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B3 Import Text Wizard |

What delimiter separates yvour fields? Select the appropriate delimiter and see how vour bext
is affected in the preview below,

Choose the delimiter that separates wour Figlds:

" Semicolon " Comma " Space " Other: I

™ First Row Contains Field Mames Text Qualifier: I{nnne} - I

Cost cotr [Fund Crhint itetn [Trans.cur. [Pstg date Dn:n:.nc\.ﬂ
353210 VALO100 |502:00:028 136.52 /2952002 Q007330
353210 VL0100 |50Z2:00:02 Pa.2 /292002 Q007330
353210 VL0100 [502:00:02 119.24 /292002 Q007330
F53210 VL0100 [502:00:02 [33.9 /292002 Q007330
53210 VL0100 [502:00:02 PE.7 /20,2002 1DDTSSELI
N LR rracHaoe leos oo e mn e o EI T i LR Tt Bl C W T L R B

! 2
.ﬁ.dganced...l Cance| | < Back I Mexk = I Einish |

ChooseTab ... and click Next. I Mexk =

AASIS Support Center
April, 2002
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B3 Import Text Wizard |

ou can store vour data in a new table or in an existing table.

Where would vou like ko store your data?

¥ iIn a Mew Table

£ In an Existing Table: |

Cost cotr [Fund Crhint itetn [Trans.cur. [Pstg date Dn:n:.nc\.ﬂ
353210 VALO100 |502:00:028 136.52 /2952002 Q007330
353210 VL0100 |50Z2:00:02 Pa.2 /292002 Q007330
353210 VL0100 [502:00:02 119.24 /292002 Q007330
F53210 VL0100 [502:00:02 [33.9 /292002 Q007330
53210 VL0100 [502:00:02 PE.7 /20,2002 1DDTSSELI
N LR rracHaoe leos oo e mn e o EI T i LR Tt Bl C W T L R B

! 2
.ﬁ.dganced...l Cance| | < Back I Mexk = I Einish |

AASIS Support Center
April, 2002
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B3 Import Text Wizard |

You can specify information about each of the Fields yvou are imparting,  Select figlds in the
area below, You can then modify field information in the 'Field Options' area.

Field Cptions
Field Mame: [m Data Type: |Long Inkeger |
Indexed: II"-.I::: ;l [T Do nok import: Field {Skip)

Fields Field4d Field5S Fieldg
Crhint itetn [Trans.cur. [Pstg date Dn:n:.nc\.ﬂ
S02:00:02 136,52 /2952002 Q007330

S02:00:02 B6.2 /292002 Q007330
S02:00:02 119.24 /292002 Q007330
E0Z2:00:02 [33.9 /292002 Q007330
LEO0Z2:00:02 28,7 /20,2002 1DDTSSELI

|l e PO o o R e R T B e B W ENmlmlintalal=

2 ja
.ﬁ.dganced...l Cance| | < Back I Mexk = I Einish |

This screen allows you to change the field names. You can
either change the field names here or accept the defaults and
change the field names later by editing the table in Access.

AASIS Support Center
April, 2002
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B3 Import Text Wizard |

Microsoft Access recommends that wou define a primary key For
= wour new kable, & primary key is used to uniquely identify each
recard in your kable, It allaws ywau ko retrieve daka mare quickly,

HHE ARE AR
WHE HHE RHR
HHE ARE AR
WHE HHE RHR
HHE ARE AR

(o ELEt Access add primary ke,

- Pd G P

" Choose my own primary ke, . ;l

Mo primary ke,

ID Fieldl |Field2 Fields Field4d Field5S F
ozt ctr [Fund Crhint itetn [Trans.cur. [Pstg date Dcﬂ
53210 VALO100 |502:00:028 136.52 /292002 10
53210 VL0100 |50Z2:00:02 Pa.2 /29,2002 10

53210 WAO100 502 :00:02 119.24 /292002 |14
53210 WAO100 [S0Z:00:02 (33.9 /292002 |14
53z10 WAO100 [s0z:00:02 B8.7 /29,2002 1E_I

-

CooH o ko 2 I e e B | sl e e OO e e SR e o B - B B P B B e W e ¥ e e B = W

2 ja
.ﬁ.dganced...l Cance| | < Back I Mexk = I Einish |

This screen lets you set a primary key to identify each record
in your table. In this example, we accepted the default and
let Access add a primary key.

AASIS Support Center
April, 2002
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B3 Import Text Wizard |

That's all the infarmation the wizard needs to impark your data,

Impark ko Table:

[

™ 1would like & wizard ta analyze my kable after importing the
data,

I Display Help after the wizard is finished.

.ﬁ.dganced...l Cance| | < Back | Mexh = | Einish I

Give the table a name here and click Finish. Finish

AASIS Support Center
April, 2002
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Import Text Wizard x|

Finished importing File 'C:Documents and Settings) all
=ersi5aPorkdirvendoradded. bxt' to table “Yendoradded', Mot all of wour data was
successfully imported, Error descriptions with associated row numbers of bad records
can be Faund in the Microsoft Access kable 'wendoradded _ImportErrars',

This message indicates that not all of the data was imported.
Access creates a table with the error descriptions.

AASIS Support Center
April, 2002
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=& x|

Twpe a question For help |+

|

EJ Microsoft Access
File Edit Wiew Insert Tools ‘Window Help

NEEHYE GRY LBR - ¥ o0 || o 4 -

gE vendorname : Database {Access 2000 file format) - |I:I|£|
i =y} ﬁ Design t =5

Ohijecks | Create tablein Design view

2.

5o -

Tables Create table by using wizard

e Create table by entering data
Yendname
Yendoradded

Reparts vendoradded _ImportErrors

Forrns

Pages

Macros

S 0@ E B @

Modules

Eroups

(%] Favorites

Highlight the table and click open to view. (5 Open

Ready LR

AASIS Support Center
April, 2002
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=12 ]

° File Edit Wew Insert  Format  Records  Tools  Window  Help Twpe a question For help |+

M- EHH SRV SBR[ 0 [R I YEY M4 K BaE-

gH vendorname : Database {Access 2000 file format) - |I:I|£|

Errar Field Fow
“ype el Fisld
Type Conversior Fieldd
| [Type Conversior Fielda
|| Type Conversior Fieldf

2.

The conversion errors are all in row 1, which contained the
table headers. This indicates that the table data was

probably all imported. Close this table and open the other
one to see the results.

Record: H|1|| 1 }IHI}*I of 4

Datasheet Yisw

rUr

AASIS Support Center
April, 2002
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Microsoft Access

Windo

2 EV R Y (MK B a3,

File Edit Wiew Insert Formakt

- HH SRV iR |

Records  Tools

Help

Reporting from AASIS with Microsoft tools

=& x|

Twpe a question For help |+

=101 x|
=10/ x|
Field1 Field2 Field3 Field4 Fields Fields | Field?
| JA3210 ENAD100 a02:00:02 ih 4292002 1007331953 100050596
. 3532110 ENAD100 a02:00:02 2 4292002 1007331953 100050396
. 353210 ENVADMOD s02.00.02 J2.64 41,2002 1006332235 1000557 45
|| JA3210 ENAD100 a02:00:.02 2784 4112002 1006332235 1000557 45
| JA3210 ENAD100 a02:00:02 2980 432002 100R544430 100009530
. 3532110 ENAD100 a02:00:02 103 462002 1006755497 1000537 45
. 353210 ENVADMOD s02.00.02 181.2 45,2002 1006755497 1000557 45
|| JA3210 ENAD100 a02:00:.02 92 452002 1006755494 1000557 45
35310 FARTON ASO-A0-02 a5 84 AmL002 100R755484 100053745
It looks like the data was successfully imported. It will now
be helpful to change the field names, since we didn’t do this
during the import step. Click the View icon to switch to
design view. - .
JA3210 ENAD100 _ o002 100.5 48,2002 1006755495 1000557 45
3532110 ENAD100 a02:00:02 153 462002 1006755495 1000537 45
353210 ENVADMOD s02.00.02 129.47 45,2002 1006755495 1000557 45
JA3210 ENAD100 a02:00:.02 B7.64 452002 1006757301 100001557
Ja310 EvADTO0 A02:00:02 =178 448002 100RE05358 1000557 45 hd
Record: 14] 4 | 1 _» | r1]r#] of 408 4] | >
Datashest Wiew I

AASIS Support Center
April, 2002
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Microsoft Access =8| x|

File Edit Wiew Insert Tools ‘Window Help Twpe a question For help |+

E- B &Y | fBER 9o 7 8 x@FNDAE- 0.
gH vendorname : Database {Access 2000 file

B ¥endoradded : Table

Field Mame Data Twpe Descripkion
] Aukohumber
Cost Cenker Murmber
| |Fund Text
| [ Commitrient Them Text
| [amount Murnbey
Date Drake Time:
Cocurnent Mumber
Yendor Mumber

|
3

Field Properties

General I Lookup |

Field Size Long Inkeqer
Farrnak

Decimal Places Buko

Input Mask,

Capkion

Default Yalue & Field name can be up to &4 characters long, inchuding
Walidakion Rule spaces. Press Fl for help on field names.

Validakion Text

Edit the Field Names and Data Types as desired.
When you have finished editing the table, save
and close it.

AASIS Support Center
April, 2002
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Microsoft Access =8| x|

Edit  Wiew Insert  Tools  Wwindow  Help Twpe a queskion for help =

QN W . | R - ﬁw||n€v 3.

&M, Chrl+0

| Get External Data 3 |

E Imnport... T ;IEIEI

Close #+F Link Tables...
H - Chrl4-5

Save As... i wizard

Excpoart. .. ering daka

Page Setup...
LErrars

Prink Prewiew

CErl+P

Prink. ..

Send To

Database Properties

1 wendorname. mdb

Z k0. CaolleenTest, mdb

3 \Documents and Setkingsy, . \kester.mdb

4h..\access kest,mdb

Exit

Repeat the import process for the other table.

Ready LM

O | o 5. 35| @R.| S| @B (24T TEBOTH  sozem

start | | 7t

AASIS Support Center
April, 2002
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mpart 2| x|
|[:| SBPWorkdir | - & ¥ O EE - Tools~

L = =

. @ Al
o Bl | 2
~ 'i'

L

[m]

[m}

[

[w)

1T}

z

a1}

S13cost, bxt
S13vend.bxt

My Documents colleen. bxt
currencygremlin bxk
F gremilin, kxk
Bﬂ susanZ.bxk
Desktop kestOl . kxk
best03, Exk
wendname, bk
i, vendoradded. bxt
Fawarites
=
e File name: I =] Import I
Il Mebwork,
Places Files of type: IText Files {* Ext;*, csw;® kab;*. asc) j Cancel |
£

AASIS Support Center
April, 2002
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AASIS Support Center
April, 2002

B Import Text Wizard

Your data seems to be in a 'Delimited’ formak, IF it isn't, choose the Format that more carrectly
describes vour data,

Reporting from AASIS with Microsoft tools

B

o ggelimited - Characters such as comma or tab separate each field

£~ Fixed Width - Fields are aligned in columns with spaces between each field

L
o]
3

ple data From file: C:DOCUMENTS AND SETTINGSIALL USERSISAPWORKDIRIVENDMAN

LO00067E510LRNELL WILLISOOUSOOHELENA

10006722 10BCEEY L GLOVEROOUSOOCARLISLE

1000614730 BOURGEDTS, 3. BETH"O3S514 NITLWOOD DROTIO0O
1000613350 EROWH, DONNATO1Z2S GREGORYOUSOOFORREST CIT
100067Z2060CECILE BLEDICEOOTIO0OROGERS

1000672 500CHANEY TAYLOR JROOTIOOBATESVILLE

EREERE

Hooc Y ASCCISTTITIE ITTI T C04 Cd T AT ATrmrmr T TTIE LI W T e d o o |

-
1]

1S i

Y

=

.ﬁ.dganced...l Cance| < Bach: I Mexk = I Einish
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B3 Import Text Wizard |

What delimiter separates yvour fields? Select the appropriate delimiter and see how vour bext
is affected in the preview below,

Choose the delimiter that separates wour Figlds:

" Semicolon " Comma " Space " Other: I

™ First Row Contains Field Mames Text Qualifier: I{nnne} - I

100067251 [ARMELL WILLIS ﬂ
100067221 EOBBY L GLOVEER

100061472 (MBEOURGECIS, 3. EBETH™ G514 NITAT]
100061335 ("EROWLH, DOMITL™ 125 GREGORT

100067206 CECILE ELEDSCOE
100067250 ICHANEY TAYLOR JR

-
El Tt o Wl B Bl el IITIAL JIITT T 4 - T AT LTI _I

! 2
.ﬁ.dganced...l Cance| < Back I Mexk = I Einish |

AASIS Support Center
April, 2002
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B3 Import Text Wizard |

ou can store vour data in a new table or in an existing table.

Where would vou like ko store your data?

¥ iIn a Mew Table

" In'an Existing Tabie: |

1000687251 |AFWNELL WILLIS ﬂ
100067221 BOEEY L GLOVER

100061479 "BEOURGEDIS, 3. BETHT 3514 WITALT]
100061355 |"BEROWH, DONDL™ 125 GREGORY

100067206 CECILE ELEDSCOE
100067250 ICHANEY TAYLOR JR

-
El Tt o Wl B Bl el IITIAL JIITT T 4 - T AT LTI _I

! 2
.ﬁ.dganced...l Cance| < Back I Mexk = I Einish |

AASIS Support Center
April, 2002
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B3 Import Text Wizard |

You can specify information about each of the Fields yvou are imparting,  Select figlds in the
area below, You can then modify field information in the 'Field Options' area.

Field Cptions
Field Mame: |'-.fend|:|r nurnbey Data Tvpe: |L|:|n|;| Integer |
Indexed: II"-.I::: ;l [T Do nok import: Field {Skip)

wendor nhunField:E Fields3

iRl arclw il FITELL WILLIS ﬂ
COBEY L GLOWVEER

IR ARSI " FOTTRGECIS, 5. EETH™ G514 NITAT]
100061355 [l sae il il iy 125 GREGORT

1000672 ECILE ELEDIOE

pnInTre i HAEYT TATLOR JR _I
-

4 - T AT LTI

2 ja
.ﬁ.dganced...l Cance| | < Back I Mexk = I Einish |

=l W IITIAL JIITT T

In this example, we’ll change the field names
during the import process.

AASIS Support Center
April, 2002
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B3 Import Text Wizard |

You can specify information about each of the Fields yvou are imparting,  Select figlds in the
area below, You can then modify field information in the 'Field Options' area.

—Field COptions
Field Marne: Im Daka Type: IText |
Indexed: II"-.I::: ;l [T Do nok import: Field {Skip)

wvendor nunvenhndnate Fields3
RnlEInf SR FIELL WILLIS ﬂ
100067221 1§ ] L

100061479 o EETH" 5514 MNITAW

100061335 125 GREGORT

inlninl el FCILE ELEDSC

pRujuinl ety HATEY TAYLOR JR _I
-

Ll Pl B I tml 2 2

1S i

.ﬁ.dganced...l Cance| < Back I Mexk = I Einish |

AASIS Support Center
April, 2002
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AASIS Support Center
April, 2002

B3 Import Text Wizard |

You can specify information about each of the Fields yvou are imparting,  Select figlds in the
area below, You can then modify field information in the 'Field Options' area.

Reporting from AASIS with Microsoft tools

—Field COptions

Field Mame:  [vendaddress

Diata Type: ITEXt Bl

Indexed: II"-.I:::

;l [T Do nok import: Field {Skip)

wendnanvendaddress

igHFields |
ELENA i’
ARLISLE

ITTLE ROCE
ORREST CITY

QOGERS
LTESVILLE

hd
ATF TITTOT
I

Advanced. .. |

Cance|

< Back I Mexk = I Einish |
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B3 Import Text Wizard |

You can specify information about each of the Fields yvou are imparting,  Select figlds in the
area below, You can then modify field information in the 'Field Options' area.

—Field COptions
Field Mame: ~ [country Data Type: |Text |
Indexed: II"-.I::: ;l [T Do nok import: Field {Skip)
wendhnanfvendaddress colFields
8 HELENL i’
] LRLIZLE
FE14 NITAWOOD DR ] ITTLE ROCEK
125 GREGORY ] ORREST CITY
3 OGERS
1] LTESVILLE
o5 o I LT A XTImOy L TIIT FAE I Wt 0 -l LIX DI T j
ki ]

.ﬁ.dganced...l Cance| < Back I Mexk = I Einish |

AASIS Support Center
April, 2002
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AASIS Support Center
April, 2002

B Import Text Wizard il
You can specify information about each of the Fields yvou are imparting,  Select figlds in the
area below, You can then modify field information in the 'Field Options' area.

—Field COptions
Field Marne: ItDWl'll Diata Type: ITEXt |
Indexed: II"-.I::: ;l [T Do nok import: Field {Skip)
wendnanvendaddress coL
(k=3
U=
FE14 NITAWOOD DR (k=3
125 GREGORY (k=3
o=
(03
o5 o I LT A XTImOy L TIIT FAE I Wt LT
Rl
Advanced. .. | Cance| < Back I Mexk = I Einish |
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B3 Import Text Wizard |

Microsoft Access recommends that wou define a primary key For
= wour new kable, & primary key is used to uniquely identify each
i s recard in your kable, It allaws ywau ko retrieve daka mare quickly,
HHE HEE HER
HHH HEE HER
HHE HEE HER
HHH HEE HER

(o ELEt Access add primary ke,

- Pd G P

" Choose my own primary ke, . ;l

Mo primary ke,

ID wendor nunfvehdname srenda
100067251 |ARNELL WILLIS ﬂ

100067221 EOBBY L GLOVEER
100061472 (MBEOURGECIS, 3. EBETH™ Fdld I
100061335 ("EROWLH, DOMITL™ 125 =H
100067206 CECILE ELEDSCOE

100067250 ICHANEY TAYLOR JR

-
S oooed AnE IITTAE TTITI T El =i B | :_I

2 ja
.ﬁ.dganced...l Cance| < Back I Mexk = I Einish |

AASIS Support Center
April, 2002
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AASIS Support Center
April, 2002

B3 Import Text Wizard |

Reporting from AASIS with Microsoft tools

That's all the infarmation the wizard needs to impark your data,

Impark ko Table:

[

™ 1would like & wizard ta analyze my kable after importing the
data,

I Display Help after the wizard is finished.

Advanced. .. |

Cance| < Back Mexh = | Einish I
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=18 x|

° File Edit  Wiew Insert  Tools  Window  Help Twpe a queskion for help =

EHREGRY | iR & @ .

gE vendorname : Database {Access 2000 file format) - |EI|£|
i Qpen g De=ign t Ty

Chijects

Create kable in Design view

Tables Create table by using wizard

e Create kable by entering data

Fors Yendoradded

ﬂﬁlﬁlﬂlﬂ

Reports

vendoradded_ImportErrors

Pages

Macros

£ 0 EEE B R

Maodules

Graups

Now that the other table has been added, we can
do a query to join the two tables. Click on
Queries. B Queries
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=8 x|

Twpe a queskion for help =

|

EJ Microsoft Access
File Edit Miew Insert  Tools  Window  Help

EHRESGRY | iR -E

gE vendorname : Database {Access 2000 file furmat} - |EI|£|

Dhjects : Creake query in Design view

@) .

Creake query by using wizard

Queries

Forms

Click the Design icon.

Reports

Pages

Macros

S 0 @ 0 E R E

Maodules

Graups

@ Favarites

MM

| B @5 35 @] @B @ [0 ST EQOTe  ouien
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K Microsoft Access =8| x|

Twpe a queskion for help =

|

File Edit Miew Insert  Tools  Window  Help

EHRESGRY | iR -E

gE vendorname : Database {Access 2000 file format) - |EI|£|
i En g Design %ﬂ Mew :3- ';;

@) .

Dhjects Creake query in Design view

Tables Creake query by using wizard

Queries

Forms

Reports Click create query in
Pages Desigh mode.

Macros

S 0 @ 0 E R E

Maodules

Graups

@ Favarites

MM

O] i 5] G5 TR| & R = L T Yo

Ready

start| | 1] & =3 > 7|
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Microsoft Access = 1&] x|
File Edit Miew Insert  Query Tools  Window  Help Twpe a queskion for help =

DSHBERY |4 2R %[5 e fa- 0.

g vendorname : Database {Access 2000 file format)
=t Queryl : Select Query

L4 |

Field:

TEELI'E:; Tables |Queries I Both I

Sho:

Criteria: ]
ar: Yendoradded

vendoradded_ImportErrors

Choose tables and click
Add.

Ready LM

Hstart| 1) @ <0 > || D] o 5| G5 S| @] EREWNa I [ET, T Yo VT

AASIS Support Center
April, 2002
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=18 x|

© File Edit  Wiew Insert  Query Tools  Window  Help Twpe a queskion for help =

B-HRERY|{mR|[0- o =N Da- B,

g vendorname : Database (Access 2000 file forma
=t Queryl : Select Query

ST ST

v

‘Cost Cenker | vendor numb
Fund vendname
Camrmitment I;I vendaddress ;I

L4 |

Table:
Sark:
Showw:
Criteria:
or:

Select the fields you want to see from the tables
and and drag them down to the query field line.

Ready LM

Hstart | | 1A @ <1 > 7| D] 5| Gy5| BR| gL @V B Fe (Bl LPpTMOBOTe  aem

AASIS Support Center
April, 2002
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Microsoft Access =8| x|
© File Edit  Wiew Insert  Query Tools  Window  Help Twpe a queskion for help =
EH Y SRV & bR @ B a N DaE- 0,

g vendorname : Database {(Access 2000 file form

=t Queryl : Select Query

vendor numb
vendname
Docurnent - | vendaddress ™ |

L4 |

¢ [Datke Cost Center Fund Cornrmikrnent Ikerm arnounk

Table: |vendoradded Wendoradded Yendoradded Vendoradded Vendoradded Vendname
Sark:
Shewu:
Criteria:
ars

[

The query fields are added. Note that the tables
are linked by ID. Delete this link.

Ready LM

Hstart| 1) @ <0 > || D] o 5| G5 S| @] EREWNa - [ET, T Yo VT

AASIS Support Center
April, 2002
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=18 x|

© File Edit  Wiew Insert  Query Tools  Window  Help Twpe a queskion for help =

B-HRERY|{mR|[0-o- =N Da- B,

ST ST

v

gE vendorname : Database (Access 2000 file fo
=t Queryl : Select Query
vendnam

arnaunk

Date ‘vendor numbs
Dacument j vendname
Yendor v vendaddress ;I

L4 |

Field: |Date Cosk Cenker Fund Commitment Tkem arnaounk vendnare
Table: |vendoradded Wendoradded Yendoradded Vendoradded Vendoradded Vendname
Sark:
Shewu:
Criteria:
ars

[

Add a link between vendor and vendor number
by highlighting and dragging one field across to
the other.

Ready LM

Hstart ||| 1A @ <1 > 7| D] 5| Gy5 | ER| gL @V B Fe (Bl LpTM QDT szzem

AASIS Support Center
April, 2002
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_la|x
© File Edit  Wiew Insert  Query Tools  Window  Help Twpe a queskion for help =
B- B 2Ry | iBRalo-a- @ R4 - @NDBa- 0,

g vendorname : Database {Access 2000 file format)
=t Queryl : Select Query

e R
il +*

arnounk D Query Marne:

LLUS IGDZI:I with vendors
Documenkt vendr
Wendor -

wend:

< |

Field: |Date Cosk Cenker Fund Commitment Tkem arnaounk vendnare
Table: |vendoradded Wendoradded Yendoradded Vendoradded Vendoradded Vendname
Sark:
Shewu:
Criteria:
ars

[

Save the Query and open it.

MM

| B wi 5] Gys | B &) @] B[ [Bo B4 ST LTMIQDE  s20m

AASIS Support Center
April, 2002
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Datasheet Yisw

AASIS Support Center

April, 2002

Microsoft Access - [GD20 with vendors : Select Query] ;[ilil
File Edit Yiew Insert Format Records  Tools  Window  Help Type a question for help = 2 @ X
- By &l 2L TR B~ 0.

Dl:n:ument | Date | Cost Center | Fund |Commitment Ite]  amount | vendname -

id 4482002 353210 BEVADT00 a02:00:02 F25 COCA COLA BOTTLING CO

. 1DDE§BDEE‘43 4782002 355210 EVADT00 a02:00:02 725 COCA COLA BOTTLING CO

|| 1008330292 41552002 353210 EVADT00 &02:00:02 J25 COCA COLA BOTTLING CO

|| 1006806943 4/5/2002 353210 EvAD100 S02:00:.02 280 COCA COLA BOTTLING CO

|| 10088055943 4482002 353210 BEVADT00 a02:00:02 108,75 COCA COLA BOTTLING CO

|| 1008308343 4782002 355210 EVADT00 a02:00:02 58 COCA COLA BOTTLING CO

|| 1006B06943 4/8/2002 353210 EVADT00 &02:00:02 J25 COCA COLA BOTTLING CO

|| 1006806943 4/5/2002 353210 EvAD100 S02:00:.02 20658 COCA COLA BOTTLING CO

|| 10073315962 47292002 353210 BEVADT00 a02:00:02 280 COCA COLA BOTTLING CO

|| 1008330292 41552002 355210 EVADT00 a02:00:02 2175 COCA COLA BOTTLING CO

|| 1008330292 41552002 353210 EVADT00 &02:00:02 1738 COCA COLA BOTTLING CO

|| 1008530292 4/15/2002 353210 EvAD100 S02:00:.02 V2.5 COCA COLA BOTTLING CO

|| 1008980292 41152002 353210 BEVADT00 a02:00:02 F25 COCA COLA BOTTLING CO

|| 1008330292 41552002 355210 EVADT00 a02:00:02 29 COCA COLA BOTTLING CO

| 1007331951 44292002 353210 EVADT00 &02:00:02 2P GORDON FOOD SERVICE

|| 1008805943 4/5/2002 353210 EvAD100 S02:00:.02 460 GEDGHEGAN BROTHERS CC

|| 10088055943 4482002 353210 BEVADT00 a02:00:02 6392 GEOGHEGAM BROTHERS CC

|| 100BB0E34E 4782002 355210 EVADT00 a02:00:02 1688.52 ECOLAB
1006305950 ASnna 220 EWAAO00 S07-00-17 T A BTl AR

— The query as displayed. It may be necessary to

| 1008808950 clean it up by widening some of the fields. The

1 1ones0s0is vendor names are displayed with the payment .

1NNRENF349 b
cecords Ml | amounts.

rUr
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Using AASIS with Microsofit Excel

“This AASIS report 1s great, but 1t
won’t let me sort and total the way I
want 1t.”

65
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Sometimes 1t’s useful to transter
AASIS reports to Microsoft Excel

* A user may want to sort, filter, or subtotal a
report

* A user may want to email a report to
someone without access to AASIS

* Both of these tasks can easily be done 1n
Microsoft Excel

AASIS Support Center
April, 2002
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There are four main options for
getting the report into Excel

» Excel Button

* Unconverted

* Spreadsheet

* Local file as a spreadsheet

67

AASIS Support Center
April, 2002
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The option that you should select
depends on the report.

* Does it have filters, sorting or subtotals?
These will not carry over 1f you use the
excel button or spreadsheet options.

* Do you want to add more than one report to
the spreadsheet? If so, you should use the
unconverted option.

68

AASIS Support Center
April, 2002
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The first step 1s to call up the report.

* If you use variants to eliminate or add
columns to your report, these will carry
over 1nto excel no matter which option you
use.

AASIS Support Center
April, 2002
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oettings Systern  Help

2dH CEe SHE OHDhoan BE @ m

Reporting from AASIS with Microsoft tools

Display of selected line items

AP MNEBET FPEAMEE % RChes: s TREFEHR
[&
Account Doc.no. Trans.cur. [Entry date|Cost ctr E
5020002000 | 1005365286 43.83 |03/12/2002|361542
* BOZooozooo 43. 83
SR30005000 | 1005365280 40.00 |03/12/2002 (361542
LE30005000 | 1005385281 4000 (0341272002 (361542
SR30005000 | 1005365282 40.00 (0341272002 (361542
* hO3poosoon 120.00
EO30012000 | 10053685287 25.00 |O3/12/2002 (361542
* BR3oo1Zo00 25.00
SR40003000 | 1005385284 15.684 |03/12/200Z2 (3681542
* hBR40003000 15.64
040011000 | 1005385284 21.84 |03/M12/2002 (361542
* ho4oo11ooo 21.84
5080004000 | 1005365283 1898.60 (03/12/2002|361642
* hosooo4ooo 195. 60
SR80006000 | 1005365288 67 .56 |03/12/2002 (361542
* hOspoosoon 867 .56
ne 432 57
For 1llustration purposes, the GD20 report 1s used. A
variant has been set to add and eliminate columns.
The report was then filtered by date and subtotaled by
account number, giving this result.
-
[+

|@ List has been sorted

[» | GD20 P sapapd2 OWR

AASIS Support Center
April, 2002
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List

Gotao

Settings

System  Help

20dH eEe DHE ONhoan AR @M

Reporting from AASIS with Microsoft tools

Display of selected line items

M« P )NETAT FEMEE %G chose & sae TEHZFEH

|Spreadsheet... Shift+F4
Account Doc.no. Trans.cur. |Entry date |Cost ctr
5020002080 | 1005365286 43.83 |03/12/2002 |361542
* E020002000 43.83
5030B05080 | 1085365280 40.00 |03/12/2002 |361542
E030005000 | 1005365281 40.00 |03/12/2002 |361542
5030E05000 | 1005365282 40.00 |03/12/2002 |361542
* E030E05000 120,00
5030012080 | 1005365287
* 5030012080 1 k h d h h
soaporannn| eeeans]  Cl1CK the Sprea sheet Button on the
* 5040003000 1
5040011080 | 1005365284 l)
* 5040011000 ‘t()() ar.
5050004080 | 1085365283 198 51 [US/ 1202002 50 1D
* 5080004000 198. 60
5090006000 | 1005365288 67.56 |03/12/2002 361542
* EO90E06EE0 67.56
* 492 57 ‘

nat taken into account

v @

This message will appear. Click
the green check.

IFalrv]

[«Irv 1l

|@ List has been sorted

D | GO20 bel sapapD2  OWR

il Start I|J Lzing AA515 with Micrnsnf...l I‘_I Dizplay of selected li...

AASIS Support Center
April, 2002

(L) Inboe: - Microzoft Outiook
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When this message appears, select Excel display and
click the green check.

AASIS Support Center
April, 2002
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#4 Microzoft Excel

JEiIe Edit Wiew Insert Format Tools Data Window Help

DEE &SR BE | © &= B & §) 5<% ¥ 2w -0 - |BIUSE=EE 8% W8 -d-A-
R1C2 = =| Doc.no.
Ej Book3 M=l E3

Trans.cur. Entry date
020002000 1005124790 3R1542 39628 03062002
020002000 1005365286 361542 43.83 031272002
2020003000 1005194747 361542 18.64  03/06,2002
o030005000 1005269331 361542 40,00 03403/2002
o030005000 1005365280 361542 40,00 03/12/2002
030005000 1005365281 3R1542 40.00) 031272002
030005000 1005365282 3R1542 40.00) 031272002
2030005000 1005636997 361542 275.00 031872002
030012000 1005365287 361542 25600 0312/2002
o040001000 1005140103 361542 131.85| 03/04/2002
5040001000 1005140104 361542 78.98 031042002
5040001000 1005422143 3R1542 161.32 0311372002
2040001000 1005877957 361542 J1.87 0372172002
2040003000 1005140105 361542 29.32 03042002
o040003000 1005365284 361542 15.64| 031272002
2040003000 1005683016 361542 37.00) 03/19/2002
040005000 1005096835 3R1542 2 96750 03101/2002
040007000 1005096836 3R1547 TFFARIORM o0nD .
5040011000 1005140105 3614 . .

saot oo meszeeez %5t [ he Excel program will open and the report will
2040011000 1005365284 361

050001000 1005269380 361

5050003000 1005269380 361¢ be dlSplayed n EXCGI. Note that the COlumnS

5030004000 1005365233 361! . . . . .
oo s =t eliminated when setting the variant are still
4090018000 1005140106 361!

sennteonn meseee0i7 ¢ ¢]yminated, Formatting of dates and currency are

5090018000 1005140107 361¢
a090022000 1005140107 3614

oo mossizes 0 SE111 1ntact. However, the filter and sorting and
E=N . S |
OO, totaling functions are lost. 2

AASIS Support Center
April, 2002

[HE]
a
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Ed Microsoft Excel

JEiIe Edit Wiew Insert Format Tools | Daka Window Help

DE2d el |- fer [ 2] arial w0 - BIU S=S=EH8%WSE A2
RICZ = =| Doc.no ML d  Autobiker
Form... Sl
Subbokals, .. fdvanced Filter, .,
‘alidation. ..

-]
=]
=)
>
Im
5]

Texk to Columns., ..

5020002000 1005134750
EM20002000 1005355285 PivatTable and PivabChart Repart, .

5020003000 1005194747
5030005000 1005269381
5030005000 1005365280 © el

5030005000 1005365281 ¥
5030005000 1005365282 361542 40.00) 03/ 272002
5030005000 100536997 361542 275.00 03/18/2002
5030012000 1005365287 361542 25,00 03/12/2002
5040001000 1005140103 361542 131.85 03/04/2002
5040001000 1005140104 361542 78,98 03/04/2002
5040001000 1005422143 361542 151.32 03/13/2002
5040001000 1005877957 361542 71,67 03/21/2002
5040003000 1005140105 361542 29,32 030472002
5040003000 1005365284 361542 1564 03/12/2002
5040003000 1005683016 361542 37.00 03/19/2002
5040005000 1005096835 361542 2.967.50 03/01/2002
5040007000 1005096836 361542 277.18 03/01/2002 |
5040011000 1005140105 361542 21,70 03472002

5040011000 1005269382 361542 250.00 03/08/2002

£040011000 1005365284 361542 21.94 034242002

5050001000 1005269380 361542 35.96 03/08/2002

ED5E||:|DQFIFII'I AMNEIEA22N AR1EATD 7020 N2N2N07

a0z00C .

= T'o filter, select Data>Filter>Autofilter.
5030018000 1005140108 361542 30.00) 03042002

5050013000 1005683017 3651542 27.75 031942002

4050019000 1005140107 361542 166.14  03/04/2002

a090022000 1005140107 361542 135.30| 03,04/,2002

a0300Z7000 1005512968 361542 42224 0314/2002

Get External Data 3

e e ) ) e ) e e ) ) g

4[4 F [P, ALYXXLOD [ | _"IJ_J

i Start ||J Uzing AASIS with Microsof...l ‘_lDispIay of selected line itemsl {4 Inbox - Microsoft Dutlack “@Buuk:i ||Em@®(ﬂ§@ﬂ 10:27 &M
I

AASIS Support Center
April, 2002
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Reporting from AASIS with Microsoft tools

F4 Microsoft Excel mE E
JEiIe Edit Wiew Insert Format Tools Data Window Help
DEE SR RE o-_&=B A7 <2 ¥2 -0 - BIUSE=E|SR BT DA

RI1C2 > =| Doc.no.

5020002000 1005365266
5030005000 1005365260
5030005000 1005365281
5030005000 1005365262
5030012000 1005365267
5040003000 1005365264
5040011000 1005365264
5050004000 1005365263
5090006000 1005365263

|D:||=~J|m|r_u -

—
[

—
o

[}
58}

]
m

()
-1

(D i D T < - Y - P R P o S -0 S AL S T
(i = O e v i S AR S T Rt T i =S

x| Trans.cuj=| Entry dates]

361542
361542
361542
361542
361542
361542
361542
361542
361542

43.83
40.00
40.00
40.00
25.00
15.64
21.94
198.60
67.56

03122002
03122002
031272002
03/12/2002
03122002
03AM12/2002
03122002
03/12/2002
03122002

Data filtered by date. This data could now be recopied
and sorted and totaled by account number.

1[4 [ M, ALYXXLOL /

AASIS Support Center
April, 2002
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The next option used here will be the
Unconverted File method.

Step 1. Follow the menu path:  List>Export>Local File
Step 2. Select the Unconverted Option

Step 3. Enter a path and file name for your file using an xls
extension

Step 4. Launch Excel, open the file,and go through the
import wizard using the DELIMITED option.

76

AASIS Support Center
April, 2002



An AASIS Training Guide Reporting from AASIS with Microsoft tools

List Edit Goto Systerm Help

Settings

€ Print wifl_Cee CHR anod 35 O —
_]: Expart Wiéard processing. .. Shift+F5
Send... Shift+F3 Spreadshest. . Shift+F4
I« Surmmarize Local file. .. Fa l@ IZ?
—  Euxit Shift+F3
Account Doc.no. Trans.cur. |[Entry date|Cost ctr
BOZO00Z000 | 1005365286 43.83 (0371272002 |361542
* BOZoopzoon 43.83
BO30005000 | 1005365280 40,00 (3351242002 1361542
BO30005000 | 1005365281 40. 00 Save list in file. .
BO30005000 | 1005385282 40.00 |03
© SEe0IEELIr 18,60 In which format should the list
BO30012000 | 1005385287 25.00 |03
* BO30O1Zo0n 25,00 be saved ¥
BO40003000 | 1005385284 15.64 |03
* Ep4poo3oon 15.64
5040011000 | 1085365284 |  21.94 |03/ ! iunconverted
* Ep4po11ooo 21.94
EOB00R4000 | 1005365283 198,60 |03 SprEEdShEEt
* BOsooo4nooo 195,60 ;
5090006000 | 1085365288 67.56 |03 Rich text forrat
* 5090006000 67.56 Bl o
i 492 &7
v X

Choose List>Export>Local file.

When the box pops up, choose unconverted and
green check. 2

G020 M| sapapldZ | OWR

[BRLAOL DE| 10334M
/1

g Start| | ©@]Using 44515 with Micrasof. || g5' Display of selected ... O] Inbo - Micrasoht Dulok | (27Book3

AASIS Support Center
April, 2002
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List Edit Goto Settings

Reporting from AASIS with Microsoft tools

Display of selected line items

4P NEET FE MEE % & & Chose [ save T @ FEHEB
Account Doc.no. Trans.cur. |[Entry date|Cost ctr
SOZR002000 | 10053652586 43.83 |03/12/2002 361542
* BO20002000 43.83
FO30005000 | 1005365250 40.00 |03£12/2002 361542
RO300C05000 | 1005365281 40.00 |03£12/2002 361542
FO30005000 | 1005366252 40.00 |03/12/2002 361542
* BO300E5000 120. 00

Transfer List to a Local File

504000 File name CASAPworkdifexcel demo. xls| [ﬁ'\\
* BE4poo
54001
* B04001
" gggggg Transfer [@ ¥
HES000BETTT 000008200 BD7.00 (037 1272002 [Jo 104
* hOspEoERon B67.56
i 492 &7
Name the file with an .xls extension
and click Transfer.
| D | GD20 PE sapapl2  OVR
iﬂStaltIH leing.t’-'q.f-‘«SIS withMil:rDSle...“‘_IDisplajl of selected i Inbn:-:-Miu:rosoftDutIonk |Micr030ftE:¢ceI HE@@@@EQEE 10:37 A

AASIS Support Center
April, 2002
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Ed Microsoft Excel

JEiIe Edit Wew Insert Format Tools Daka indow Help

D= E R EE S e ERe ] Saas s

| = =

B 7 D|E==E|% % W%

Open

Loak in: I[:l SaPworkdir j =) | @ > ﬁ - Tools -

4

Hiskory

o 34 x5
ﬁ i | eceldemo. xls

My Documents

File name: I j = open <

Files of type: I.D.II Microsoft Excel Files (¥, x1%; *.xls; *.x0t; *.htm; *.html; j Cancel |

Launch excel and open the file.

i Start ”J Using AASIS with Micmsof...l ‘_IDispla_l,J of selected line tems| (L] Inbox - Microsoft Dutlook “ Microsoft Excel ||%m,@g(ﬂ§@ﬁg 10:40 Ak

79

AASIS Support Center
April, 2002
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Text Import Wizard - Step 1 of 3 7| x|

The Text Wizard has determined that wour data is Fixed ‘width,
If this is correct, choose Mext, or choose the data bype that best describes wour data.
riginal data type
Choose the file bype that best describes your daka:
% iDelimited ! -iCharacters such as commas or tabs separate each field,

o

Fixed mu:ith - Fields are aligned in columns with spaces between each field,

Skark irport at row: |1 5“ File: origin: Windows (ANSI) j

Prewview of file Ciiexceldema, xls,

L __________________________________________________________ Y
|2 {| Account |Doc . no. |Tranws_.cur. |Entry date|Cost ctr | j
i __________________________________________________________

|4 || S030005000([1005094724 | 224,96 |03/01/Z00Z2 324711 |

|51  E111001000 1005095522 | 224 96 |03/01F7200Z|32344711 | ;I
1

I |
Cancel | < Back | Mexk = I Einish |

Select Delimited File type, accept the
other defaults and click Next>

AASIS Support Center
April, 2002
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' An AASIS Training Guide
Text Import Wizard - Step 2 of 3 7| x|

This screen lets wou set the delimiters vour data contains. ¥ou can see
b wour bext is affected in the preview below,

[ Treat consecutive delimiters as ane

eliriters
[ 1ab ™ Semicolon [ Comma
V¥ Sther: || Text gualifier; I.. jv

| Space
~Daka prewview
“““““““““““““““““““““““““““““““““ =
Acoo
E0z0
2111 LI

1| 2
< Back | Mexk = I Einish |

Cancel |

Deselect the Tab delimiter and select the Other
delimiter. Type in the | in the Other box. Click

Finish.

AASIS Support Center
April, 2002
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Reporting from AASIS with Microsoft tools

Ed Microsoft Excel == E
JEiIe Edit Yiew Insert Format Tools Data wWindow Help
Jnﬁg\gﬁﬁg|nvgznﬁ,§¢\g¢§+“ﬁ“~w?jmm Blic B n;u|§§§|$ %fo-a;'iﬁ\ - H ALY

2 3

4 5 5]

Account Doc.no.

Trans.cur. Entry date Cost ctr

5.02E+H9) 1. E+HIS
* 50200021
5.03E+H9 1.0 E+HIS
5.03E+H9 1.0 E+HIS
5.03E+H9 1.0 E+HIS
* 5030005(
5.03E+H9 1.0 E+HIS
* 50300121
5.04E+H9 1.0MEHIS
* 50400030
5.04E+H9 1.0MEHIS
*5040011(
5.0BE+H9 1.0 E+HIS
* 50500041
5.0%E+H9 | 1.0 E+HIS
* 5050006(

+=*

43.83 31202 361542
43.83

40 312020 361542

40 312020 361542

40 312020 361542
120

25 31202 361542
25

15.64 31202 351542
15.64

21.84 31202 361542
21.94

1986 3M202 351542
198.6

B7.56 31202 361542
57 .56
482 57

(S 40 SO R B s o el Eovet] Rl Bl Bl Rt g

L
=

4[4k | M excel demo

AASIS Support Center
April, 2002

This time the data will need more formatting
when 1t comes 1nto Excel, but the filter, sorting
and totals are still intact.
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£ Microsoft Excel —

JEiIe Edit Wiews Insert Format Tools Daka  Windomw  Help

DEE SR BRE - &= B A& FIHY?

J.ﬂ.rial - 10 -

=
[
=

M
Ml
il

B s %% _-d-A-”

&7 -

1

| 2 | Account Doc.na. Trans.cur. |Entry date Cast ctr

3

| 4 | 5020002000 1005365256 43.83] 31202 361542

| & |* 5020002000 43.83

| B | 5030005000 1005365250 400 3202 361542

| ¥ | 5030005000 10053652681 400 IM202 361542

| B | 50300050000 1005365262 400 3202 361542

| 9 |* 030005000 120

| 10| 5030012000 1005365257 250 3202 3R1542

| 11 |* 5030012000 25

| 12 | 5040003000 1005365254 1564 21202 361542

| 13 | 5040003000 15.64

| 14| 5040011000 1005365264 2194 3202 3R1542

| 15 | 5040011000 21.94

| 16 | 5080004000 1005365253 1986 F202) 361542

| 17 |* 5030004000 198.6

| 18 | 5090006000 1005365255 6786 2IM202) 361542

| 19 | 5090006000 E7.56

20

21| 497 57

22|

23|

| 24 |

| 25 |

| 26 |

_27

E L]

2 Widen the columns to get the actual numbers

3 L] L] L]

s rather than scientific notation. The empty first
3 e
3 5 5 -
. column could be deleted if desired. _

AASIS Support Center
April, 2002
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E4 Microzoft Excel
JEiIe Edit Wiew Insert Format Tools Data Window Help

DEEESR BE - @B AL DY

F_E. excel demo.xls [_ (O]
1 2 3 4 5 B 7 g 9 10 11 12 13 14 "Z

Jnrial » 10 =

B u =S==H$ % 4%%

2k
K
4

1

2 | Account Doc.no. Trans.cur. | Entry date Cost ctr

3

4 | 5020002000 1005365286 4383 31202 361542
5 |* 6020002000 43.83

B | 5030005000 10053652580 400 312020 361542
7 | 5030005000 1005365281 400 31202 361542
8 | 5030005000 1005365262 400 31202 361542
8 | 5030005000 120

10| 5030012000 1005365287 25 3202 361542
11 |* 5030012000 25

12 | 5040003000 1005365284 1964 3NZ2M02 361542
13 |* 5040003000 15.64

14 | 5040011000 1005365254 2194 3N202 361542
15 [ 5040011000 21.94

16 | 5080004000 1005365253 1986 31202 361542
17 |* 5080004000 198 6

18 soeoooeon woesese,_ s sz % Caution! When the subtotals and totals
are brought over into Excel, they
— appear as numbers, not formulas.

e

34 =
4[4 ¥ ¥ excel demo / 4] | LIJ_IA

AASIS Support Center
April, 2002



' An AASIS Training Guide Reporting from AASIS with Microsoft tools

The next option 1s the Spreadsheet
Option

Choose List>Export>Spreadsheet

AASIS Support Center
April, 2002
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List Edit Gota System

Settings

Help

@ Print Shift+F1 ﬂl@@ﬁl@ﬁ]ﬂﬂl@@ﬁ@l.@l@.
_]: Expart Wiéard processing. .. Shift+F5
Send... Shift+F3 Spreadshest. .. Shift+F4
I Summarize Local file... Fg & E
. Exit Shift+F3 [«
Account Doc.no. Trans.cur. |[Entry date|Cost ctr E
BAZO002000 | 1005385288 43.83 |03A12/2002)|361542
* BRZOpOZoon 43.83
BA3R0R5000 | 1005385280 40,00 |33A12/2002 361542
BA300AEA00 | 1005385281 40,00 |33A12/2002 361542
BA3R0R5000 | 1005385282 40,00 (3351272002 )|361542
* BHIDEEEOOD 120. 00
BA30012000 | 1005385287 25,00 |B3A12/2002)|361542
* BHIOE1Z000 2500
EA4Q003000 | 1005385284
* BR4ppOInon
40011000 | 1005385284
* BER4pE11oon
ROBOOO4N0A [ 1005365283 1 not taken into account
* BOEOEO4non 1
BRSR0RER00 | 1005385288
* BROppoEnon
£ ] i
v @
[~
[~

[ | G020 Pel sapapD4 OWR

g Start | | E]Using 44515 with Micrasof..| [ inbox - Micrasoht Dubok | @ SAF Lagan 46D

AASIS Support Center
April, 2002

"‘_I Dizplay of selected h.__

[BRIO) DEi 401 PM
56
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Choose Excel display and green check.

AASIS Support Center
April, 2002
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J File Edit Wiew Insert Format Tools Data ‘'Window Help
NEE &SRB BE - @& =B AL F>H Y2
A1 - =| Account

A B

[=—=

Jnrial = 10 =

BZUSE=E$ % %%
L

c | o | E [ F [ & | H | 1+ | 4 | K |
Trans.cur. Entry date

A020002000 1005194790 361542 396,28 03062002

A020002000 10053F5286 361542 43.83 031272002

A020003000 1005194747 361542 18.64 | 03/06,/2002

S030005000 1005265381 351542 40.00) 03A08,2002

£030005000 1005355280 351542 40.00) 03A1 272002

5030005000 10053652581 361542 40.00) 031272002

5030005000 1005365252 361542 40.00| 03M12/2002
5030005000 1005636597 3651542 275.00 03182002
4030012000 1005365257 361542 25.00| 03A 22002

5040001000 1005140103 361542 131.85| 03042002

5040001000 1005140104 361542 78.98 03/04/2002 The I‘esults arc Simﬂar t() those

5040001000 1005422143 361542 151.32 03/13/2002

5040001000 1005677957 361542 71.87 03/21/2002 . .

5040003000 1005140105 361542 29.32 03/04/2002 Obtalned Wlth the EXCCI butt()n.
5040003000 1005365284 361542 15.64| 03/12/2002 . ..

5040003000 1008683016 361542 37.00) 03/19/2002 b d

5040005000 1005096835 361542 2,967.50 03/01/2002 Formattlng 1S lntaCt9 ut data ﬁlters?
5040007000 1005096836 361542 277.18 03/01/2002

5040011000 1005140105 361542 21.70 030472002 S()I'ts and Subt()tals arc IOSt.

5040011000 1005269382 361542 250.00 03/06/2002

5040011000 1005365284 361542 21.94  03/12/2002

5050001000 1005259380 361542 35.96 03/08/2002 =
5050003000 1005289360 361542  278.30 03/06/2002

5080004000 1005365283 361542 198.60 03/12/2002

5050004000 1005877955 361542 170.74 03/21/2002

5090005000 1005365285 361542 B7.56 03/12/2002

5090018000 1005140106 361542 30.00  03/04/2002

5090018000 1008683017 361542 27.75 03/19/2002

5090019000 1005140107 361542 166.14 03/04/2002

5090022000 1005140107 361542 135.30 03/04/2002

5090027000 1005512965 361542  422.24 03/14/2002

00 (0 ) 00 |G | ) Gl (0 | | B | B B | [ P (R B D | ) | = | | o | et e | o | e | o | |

= -
4|4 ¥ M, ALYXXLOT 4] | L|j'I

AASIS Support Center
April, 2002
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The next option 1s the Local
File/Spreadsheet Option

Choose List>Export>Local File
Then choose Spreadsheet from the options box.

AASIS Support Center
April, 2002

icrosoft tools
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List Edit Goto Settings  Systern Help

oS

@ Print shitvF1 I EGE @ BEEER BT A EE @ E
_E Export * WYord processing... Shift+F5
Send. . Shift+Fa Spreadshest. Shift+F4
I+ Surnmarize Laocal file... Fg | 2
_ Exit Shift+F3 [«
Account Doc.no. Trans.cur. [Entry date |Cost ctr E
RO2O0002000 | 1005365286 43 83 [03/A12/72002 3616542
* Bp20002000 43 .83
5030005000 11005365280 4000 (031272002 (361542
EE30005000 (10053685281 40,00 (0351272002 361542
RO300ARADE | 100536R2E2 40 .00 [03/12/2002 361542
* BE300EERA0 120. 00
BO30012000 10053685287 25 00 |[03/A12/72002 (361542
* BR30012000 25 .00
5040003000 | 1005385284 15 .64 |Q3/A12/2002 |361542
* hEp400603000 15 64
RO40011000 | 1005365254 21 894 |[03A12/72002 361542 Save list in fili
* 5040011000 21.94 Save lIstin e
5080004000 11005365283 198,60 (0371272002 361542 .
+ ENEOODA000 198 &0 In wehich format should the list
5080008000 | 1005365288 67 56 |03/12/2002 |361542 ne EEirad T
* REp90OoEenAn 67 BE
o e unconverted
{0 Spreadsheet
' Rich text format
VHTHL format
v B
[~
[+

| o |GD20 b2 sapapdd OVR
”‘_' Display of selecte. Miu:rom:uft Euxcel | ||%ﬂ@6<ﬂ§d}ﬂﬁ bl 407 PM

i Start| | EUsing 4515 vith Micr...| F5] Inbios - Micrasoh Dutlook| ged 4P Lagon 46D

AASIS Support Center
April, 2002
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List

Edit

Goto

Reporting from AASIS with Microsoft tools

Dispiay of selected line items
4O P MNEET FAMEE % @ G chose @ seve T B2 EH

Aocount [oc. no. Trans.cur.|Entry date|Cost ctr

BO3EELELE0) 1ARG094724 224 .96 |03/01 /2002344711

2111001 000) 10R5095522 224 .96 |03/01 /2002344711

2111001 0a0) 1AREE95382 G4 88 [E3/01/ 2002344711

BOIBETTEAR] 1ARGA9R3E, OB1-1E3/01 2002344711

211101 0aa) 1AR5R95714 ] 2 888 00 [03/01 2002 344711

BOIOET ZEA0] 1 AREA9THE 2338 O30t 2nn2 | 344711

LIS [ T sfer DAT to a Local File

503801

2111080 File narme C:Ispreadsheetdemo.xls| @

BO3EE

211100

211180

BO3EE1

09000 | Transfer | 38

SHEAR

SHABAHEEAD] 1 ARG ZARATE 86 51 |E3/07 2002344711 |

BHABANEEAN] 1ARG2ARATE 22 00 TonnTannnn iz

BHABANELAN] 1 ARG ZARATE 22 . .

SU9AQ006RA0( 10A5205978 21. h h fl 1
oo 0s0sers) 21 W hen you name the file, give 1t an .xls
RO9EAUEDER] 1ARRZA5TE 20. . . s
RO9EAUELER) 1ARRZR5ATE 1. Cl k f d 11
sugnonsonsl 1ooszosersl 13 @XtEenS10N. 1CK transter, and you'll get a
SOOEAUEDE0] 1R 2A5A7E 18.

BOOEAZ2I000) 1ARE2405E5 270,

e e, 7o message that the file was saved.

211101 0aa) 1ARE2E6E8HS TA2 L b b ceie

BHABANEDAN] 1ARG2EREHY 21 15-|03/08 2002 344711

211 Ead) 1 ARE2EER0Y 8019 |E3/08¢ 2002344711

SU9AQ006RA0( 10A5266309 3.81-|103/08¢2002]344711

2111001800( 105266309 86.51 [03/08/2002(344711

BO9EAUELER) 1ARG2EERUY B1.71-|03/08/ 20021344711

21110000 1AR5 266809 22023 | 035082002 344711

I | 5020 bel sapap03 OWR

imﬁtart”J :ﬂ @ = H Micrusuft PowerF‘ni...“‘_'Display of select... (3] Presentations

AASIS Support Center

April, 2002

| @.ﬁ.cmbat Reader - [| @demﬂ

| R E @ s
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E3 Microsoft Excel _—

JEiIe Edit Yiew Insert Format Tools Data ‘window Help

DEESEE Y

b ER| o

=5t Wiz - -

-~
by
=
I
il
]
M
#
&%

Look in: Ig Local Disk (C:) j - | @ > ﬁ + Tools -

~ BACKLIP CvamaHs
‘ DELL ) demoz
DELLUTIL 3 exceldemo
DISCOVER ) excelrtfderno

- DMl ispreadshest demo
“ Documents and Settings

My Documents DS
DRIYERS
[356
My Dowenload Files
0ld Services
Program Files
sp2
sl
SWINMT

File name: I = Cpen |-

Files of bype: I,q|| Files Cancel |

Launch Excel and open the file.
You’ll get the import wizard box

Ready [ MUK | 1T
s | @ @ = | B neXt. RUES »@T auoem
AASIS Support Center
April, 2002
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Text Import Wizard - Step 1 of 3

The Text Wizard has determined that wour data is Delimited.

In this case, no changes are
If t:;;zlcggzeac:;sznuse Mext, or choose the data bype that best describes wou necessary. JuSt keep Clicking Next

Choose the file bype that best describes your daka:

*in - Characters such as commas or tabs separate each field, and FiniSh On the Imp OI't Wizard bOX.

i ‘Iéixeu:l width - Fields are aligned in columns with spaces between each ... |

Skark irport at row: I 1 5“ File: origin: I'u'u'inu:h:uws [AMSI) j

Prewview of file Ciispreadshest demo,xls,

L Y

|2 A0AccountOloc_no OTrans. cur OEntry dateldCost ctr j

|3 |

|4 AOE020005000010050247240 z2d_ 9e003 /0120020344711

S PA0Z111001000010050255220 224 96003 /01 /200203447, "

= A Text Import Wizard - Step 2 of 3 7| x|
14

This screen lets wou set the delimiters vour data contains. ¥ou can see
b wour bext is affected in the preview below,

Cancel < Back | l_r'-.l

sl [ Treat consecutive delimiters as ane
¥ Tab ™ Semicolon [ Comma
[T Space [ other: I Text gualifier: ) d

~Daka presiew

Y
coount [oc_no. Trans.cur. [Entry date [Cost ctr j
030005000 NO0E094724 ZZ4.96 3012002 [344711
111001000 PO0E0SEEz: Zzd_ 98 A0LF2008 (244711 LI

Cancel < Back

B
Einish |

AASIS Support Center
April, 2002
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Ed Microsoft Excel - demo.xls

J File Edit Yew Insert Format Tools Caka Windomw Help _|5!|5|

IDEE SR BB - @& =B A&Z k3% Y2 -0 - BIUSE=S=EH$%EA _-5-A-2
Al H =
A | 8 [ ¢ [ o [ E | F [ & [ H [ 1 [ 4 | K [ L [ W [ N | 0 | 7
1
| 2 Account  Doc.no. Trans.cur. |Entry date Cost ctr
3
I 5.02E+H9 1.01E+09 4383 31202 361542
| 5 | * 5.02E+19 43.83
| 5 | 5.03E+09 1.01E+09 400 3202 361542
|7 5.03E+H19 1.01E+132 a0 31202 361542
= 5.03E+H19 1.01E+H13 a0 3202 FE1542
ER * 5 D3E+03 120
10 | 5.03E+HS 1.01E+09 25 3N202  36E1542
11 - 5.03E+03 %
| 12 | 5.04E+09 1.01E+09 1664 31202 361542
113 | * a.04E+H19 15.64
|14 S.04E+H19 1.01E+H12 2194 3202 361542
115 | * 5.04E+H19 21.94
| 16 | 5.08E+H12 1.01E+09 1936 31202 361542
|17 | * 5.08E+19 193.6
| 13 | 5.09E+09 1.01E+09 B7 86| 31202 361542
119 | * 5.09E+H19 G756
20
| 21 - 492 57 . . .
2 This time, just a small amount of
E . . . .
E3 formatting 1s needed (widening the
26
| 27 |
2 columns). The filter, sorts, totals,
|29 .
Ed and subtotals are intact. These are
| 32 |
El brought over as numbers and not as
E3 |
36| formulas. _
H‘Ti ¥ M, demo / 141 1 L[J_I

AASIS Support Center
April, 2002
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How to add two AASIS reports into
the same spreadsheet:

» Use the List>Export>Local File option.
 Choose Unconverted.
« Name the file and choose Transfer

* When exporting the second report, use the
same name and choose Transfer, then
Append.

AASIS Support Center
April, 2002
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Feport Edit Goto ‘“iew Extras Settings  System  Help

@ || 10H Cee DHE noan BHE QE
Trial Balance
HEAalbT @x0O &9 & F | 49 Bl Colurn aa Onfoff |ga &8 3@ &5
= Interfund Due-To 39628 (1,121.88) (725 80)
2120002200 salesflUse Tax Payable Re 19. 15 1915 =
*e Due to Rewvenue 1915 19.15
501Q001000 00 - Regular Salaries 18,848 22 18 848 22
5010002000 01 - Extra Help Salaries 5, 625 00 R 625 00
5010005000 03 - FICA & Medicare Exp 1,848 22 1,848 22
5010006000 03 - Benefits Ins Expens 5,928 00 (2, 880.04) 3,047 .96
5010007000 A3 - Retirement Expense 2,261.54 2,261 .54
5010003000 A3 - Unemployment Compen 725 60 725 .80
i Salary Expense 35,234 .58 (2,8580.04) 32,354 .54
5020002000 Telecommunications Wired 44011 440. 11
5020003000 Telecommunications Wirel 18.64 158.64
i Communication & Transp. of Commodi 458.75 458.75
030005000 02 - Building & Grounds 435.00 435. 00
5030012000 Q2 - Yehicle Maintenance 25.00 25.00
i Repairing & Serwvicing 460.00 460. 00
S040001000 Electricity 434.02 434 .02
5040003000 Water & Sewage g1.96 g1.96
5040005000 Rent of Facilities 2,967 .50 2, 967.50
5040007000 Rent of Office Equipment 277.18 277.18
5040071000  Other Rent & Leases 283.64 293 .64
* Utilities & Rent . .
ssooion 02 - milezse | [ this example, a user wants to see a list of
#e Travel & Subsistence 0410 , C c
sosnnannn. chare card Py payments for Utilities from a certain fund
i Other Expenses & Services *
5030006000 Office Supplies . . . .
sognntsonn subseriptions 0 | N1S 1nformation can be obtained by
50800189000 Food Purchases
5090022000 02 - Kitchen Js 114 : : : :
saemnzrom - sereresiacene A11111NE dOown to line 1tems in the trial
*e Commodities, Materials &
BOEOO02000 Intra-Agency Tr balance fOf that fund

¥_DEY 80000025 P2 | sapapl? OWR

AASIS Support Center
April, 2002
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List Edit Soto

Extraz  System  Help

2dH CEe SHE OHDhoan BE @ m
Actual Line Items for Table ZFINLEDT

B & % & FLSLdocument | Line item detail | Legend  Other list variant..

Fiscal year 2002 [«
Company code ARK E
Account BA Doc.no. Itm|Cost ctr FA Fund Order WBS element StatkF [Funds ctr Fun
75040001000 |@590 | 159298238  |002 |361542 EDUC | FEVZ400 F.0590. 05PYE1322501-07 643 SPE
7|5040001000 |A590 | 19298245 002 |361542 EDUC | FEV2400 F.0590. 05PYA1322501-10 643 SPE
7 |5E40001000 |B590 | 19311645 D02 |361542 EDUC | FEVZ400 F.0590. 05PYE1322501-02 643 SPE
7|5040001000 |A580 | 19321745 002 |361542 EDUC | FEV2400 F.0590. 05PYA1322601-07 643 SPE
The first drill down (on the general ledger
code for electricity) gives the list of
payments for electricity.
[~
]l |[«][+]
| [ | ¥_DEY 80000025 P2 sapapl? OWR
97

AASIS Support Center
April, 2002
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List Edit Goto Extras System  Help
&g  Other list variant.. FF p  EBEHE &5 008 BE &
‘4 Print C.:trl +P 'TNLEDT
Save to PC file. . Shift+FES
[ Exit Ftail Legend | Other list variant..
Fizcal year 2002 [~
Company code ARK Save list in file. E
In which format should the list
Account BA Doc.no. Itm|Cost ctr StatkF [Funds ctr Fu
be saved ¥
2 |5E40001000 |0590 | 19298238 002 [361542 501-07 643 SP
215040001000 | 0590 | 19295245 Q02 | 361542 BO1-10 G643 SP
2 |5E40001000|0590 | 19311645 002 [361542 P 501-02 643 5p
7|5040001000 (0590 | 19321745 |002 | 361642 @ junconverted E01-07 643 5P
' Spreadshest
' Rich text format
HTML format
v X
To export, choose List>Save to PC file. Then
choose unconverted and green check.
[~
=
[ ]f [ [ [«1le]

| b | ¥_DEv_ 80000025 P sapapl?  OWR
R Stalt”J [2] Acrobat Read... | {8l Microsoft Pow. .. | [&] Inbox - Micros... | 3, Exploring - I::'x...l [2€] Microsoft Excel | @d S4P Logon 45D|I€'Actual Line... ||%ﬂd@®<ﬂiﬂ)ﬂﬁ 3:46 P

98
AASIS Support Center

April, 2002
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List Edit Goto System  Help

& BlaH e DHE OHNLOo0 BHE @0
Actual Line Items for Table ZFINLEDT

B & % & FILSLdocument | Line item detail | Legend | Other list variant..

Fiscal year 2002

Company code ARK
Account BA Doc.no. Itm|Cost ctr FA Fund Order WBS element StatkF [Funds ctr Fu
215040001000 0590 119208238 0RZ2 | 381542 EDUC |FEV2400 F.O590. B5PYR1322501-07 B43 SP
215040001000 {0580 19298245 On2 | 361542 EDUC |FEVZ400 F. 0590 05PYE1322601-10 643 SP
215040001000 0653 119311645 OR2 | 361542 EDUC |FEVZ400 F. @590 05PYO1322601-02 B43 SP
PRRSTERIRIRIEN] (= Ty sfier List to a Local File o &

File name CASAPworkditexcel append demo| Ei'\]

Transfer [ 3%

Give the file a name and choose Transfer.
Don’t use the .xls extension.

| [ | ¥_DEY 80000025 P2 sapapl? OWR

iR Slalt”J .-’-‘-.crubat Read... | Mic:msoft F'Dw...l (1] Inbox - Micros... | 3, E=ploring - E:'\...l Micmsoft Excel | d SAP Logon 4ED|I€IActual Line... H%mgg(ﬂfﬂ)ﬂﬁ 3:49 Prd
99

AASIS Support Center
April, 2002



An AASIS Training Guide Reporting from AASIS with Microsoft tools

List Edit Goto Esxtras

Help

System

20 HIeEQ CHEB Ohoaan BE @m

Actual Line Items for Table ZFINLEDT

B & T & FI-5L document | Line item detail Legend  Other list variant..
Ledger 21 Fiscal year 2002 [+
Record type Company code ARK E
Wersion 1
00oc. no. LnItm |Pstg date |Account BA Ooc. no. Itm|Cost ctr FA  |Fund Order WES element
5 (1005140106 (0DOCGS (03/04 /2002 (6040003000 (0580 | 19295266  |003|361542 EDUC |FEVZ2400 F.0580. 05PY01322501-0
5 (10053652584 |0DOCGS [03/12/2002 (6040003000 (0580 | 19310007  |003 361542 EDUC |FEVZ2400 F.05890. O5PY01322501-0
5 (1005683016 (000002 (03/19/2002 (6040003000 (0580 | 19318700  |002 |361542 EDUC |FEVZ2400 F.0580. 05PY01322501-0
* Sum total
The second drill down (on the general
ledger code for water & sewage) gives that
list of payments.
B
[+
K10 [ |[«][]

| [ | ¥_DEY 80000025 P2 sapapl? OWR
= || StaltIH [] Aciobat Read. . | 5] Microsoft Paw... | (L) Inbox - Micros. . | |4, Explaring - E:\...l {28 Microsoft Excel | @d SAF Logan 4EDII‘_|AcluaI Line. .. HE@@@@EQE& 350 PM

AASIS Support Center
April, 2002
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List Edit GSoto Extras

ystern Help

& Other list variant.. FP @ CHEE B T™an BE @ m
,ﬂ. Print IC‘.,trI+F' :JNLEDT
Save to PC file... Shift+F&
_L_E'. Exit etail | Legend  Other list variant..
Ledger 21 Fiscal year 2002 [«
Record type I . N N = TS o E
Version = Save list in file. .
D |Doc. no. Lnltm [f Inwhich forrmat shoold the list t ctr |FA |Fund Order WBS element
5 (1005140105 |aoopog | D8 Saved 2 542 EDUC |FEVZ400 F.0590. 05PY01322501 -0
S 1005365284 [A00A0O3 | hd2 EDUG |FEV240Q0 F. O590.05PYA1322601-0
511005683016 |OOAAOZ (I ey nd2 EDUC [FEVZ400 F. o590, 05PYR1322501-0
i@ unconverted
Sum total ' Spreadshest
' Rich text format
HTML format
o ¥
Transfer List to a Local File
File name CvSAPworkditiexcel append dermng| [ﬁ’\l
Transfer @ 3%
L] E
Transfer the file, using the same name as E
(I | |L«][»]

:ﬂw” — the other one.

AASIS Support Center
April, 2002
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Transfer List to 5 Local File

iFile name: CASAPworkdirtexcel append demo

File already eyl

Feplac| Append YMew name |3

When this box appears, choose Append.

102

AASIS Support Center
April, 2002



An AASIS Training Guide Reporting from AASIS with Microsoft tools

N ]
Loaok in: I[:l SaPworkdir j . | o W N * Tools -
o Dcalsync testing
1 LocalData kestingm
- 1 R warrants

" saplogon
. ] 90855

& |-
My Documents @ bdftemp
@ dew_otf
@ dev_rfi.kre
@ errorlog.gui
eccel append demo
@exceldemn.xls
=] ag
] tests
@ tester

File name: I j & Open -
\Web Folders

Files af kype: I,q|| Files (*.*) j Cancel |

Launch Excel and open the file.
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Text Import Wizard - S5tep 1 of 3 |

The Text Wizard has determined that wour data is Delimited.
If this is correct, choose Mext, or choose the data bype that best describes wour data.

riginal data type
Choose the file bype that best describes your daka:
(ol - Characters such as commas o tabs separate each Field,
width - Fields are aligned in columns with spaces between each field.

Skart irport at row: |1 3‘ File: origin: Windows (ANSI) j

Prewview of file CiiSaPwarkdiriexcel append demao.

|l Ledyer 21 Fizcal syear 200 ﬂ
|2 Pecord type u} Company code APE

|23 ffer=sion 1
4F-----—-—-———-——-—-——-——"-——-—————
|E[ID | Doc_no. |LnItm |Pstg date |Account |BA |Doc.no. | Ttm | ;I

J I I
Cancel < Back | Mexk = I Einish |

Choose Delimited and click Next>

104
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Ed Microsoft Excel

JEiIe Edit Yiew Insert Format Tools Data wWindow Help

Reporting from AASIS with Microsoft tools

JD@n‘émda|n,%2]]f;,§l‘§+c§n”ﬁ”'ﬂ"?JArial - 10 - BIg|§§E|$%BSEE =
A1 i =| Ledger £ Fizcal year 2002
A
1 |Ledger Il Fiscal year 2002
| 2 |Record type a Company code ARK
| 3 |"ersion 1
| 4
| 5 | D Doc.no. Lnltm Psty date Account BA, Doc.no. (Itm Cost ctr [ FA, Fund Order WES element
B
7 3 1005140103 2 3/4/02 5040001000 590 19295235 2 361542 EDUC FE2400 F.0550.05FY0
=N 3 1005140104 2 3/4/02 5040001000 590 19295245 2 361542 EDUC FE2400 F.0550.05FY0
=N 3 1005422143 2| 3M13M2 5040001000 590 19311645 2 361542 EDUC FE2400 F.0550.05FY0
10 3 1005877957 2| 372102 5040001000 590 19321745 2| 381542 EDUC FE2400 F.0550.05FY0
11
12 * Zum tota
13
| 14 |Ledger Il Fiscal year 2002
| 15 |Record type a Company code ARK
| 16 |"Yersion 1
17
|18 D Doc.no. Lnltm Psty date Account BA, Doc.no. (Itm Cost ctr [ FA, Fund Order WES element
14
|20 3 1005140105 g 3/4/02 5040003000 590 19298266 3 367542 EDUC FE2400 F.0550.05FY0
|21 3 1005365254 3| 3M2M2) 5040003000 550 19310007 3 367542 EDUC FE2400 F.0550.05FY0
| 22 3 1005653016 2| 3M18M2) 5040003000 590/ 19318700 2| 381542 EDUC FE2400 F.0550.05FY0
23
| 24 * Zum tota
25
26
27
©  Thetw ined in th dsh
Bl The two reports are contained in the same spreadsheet.
30
31
E]
E= o
34 =
H 4k M} excel append demo 4] | _’l_l_l,g
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Office Integration

* Click the Office Integration icon to bring
reports into Excel with drill down capability

» This technique is best illustrated with a
multiple-selection report, such as a trial
balance for a state agency.

106
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Report  Edit

Goto Wiew

=]

Extraz

Settingz

1 H

Reporting from AASIS with Microsoft tools

System  Help

e SHE DL EE @0

Trial Baianhce

HEalhT @% 0O &9 ié ¥ 9| [} column | | &% onoft | |24 &8 38 S
— — Logency (0543 E
Wariation: Characteristics L Fund: * E
Petiod O Period:@..12 ml
gl % Debit Credit
e 1000543031 Cash Journal FET 0543 - CJ 00 199,344 .87 (199,344 {
Wariation: Period B |** Cash On Hand 199,344 a7 (199,344
7 {4 * IFIZ-TRLBAL Selection 00 1100081088 Cash in State Treasury 2,544 376.29 (492,352
qon cF 110808413081 Cash in State Treasury - Outg 187,723 .38 (1,955 975 .
- 11Ee1 a2 Cash in State Treasury - Incao 1,586, 693,74 (989, FES .
001 JUL 1100001803 Cash in State Treasury - EFT 19,315.84 (59,329 . {—
o0z AL Ff **  Cash in State Treasury 4 335,109 .25 (3,497 429 .
003 SEP 1105430010 CASH IN BAMK FET 0543 - ACCOU 111,802 .84
1105430020 CASH IN BANE FET 0543 - ACCOU 141,837 .03
004 oCT [ **  Cazh in Bank 253 ,639.87
ans Mo 1140002000 Loans to other Funds 110,000 .00 (110,001
X 11400038380 Due To § Due From Clearing 1,281 585.70 (1,396,436 .7
0oe DEC B s+ Interfund Recejwable 1,401 ,555.70 (1,506, 436 .}
007 Jam 1990150008 Egquipment [(Modified) 34,542 31 (2,195,
0iE FEB Ff **  fccumulated Depriciation 34 542 N [2,195.°:
- 211001008 Yendor Accounts Pavable 245 B13.34 (246,092 ¢
009 kAR 2110001300 Miscellaneous Accounts Payabl 3,433 .80 (3,433.¢
010 APR 21100020080 Employes Accounts Payahble 3,181 .08 [3,181.1(
. - **  Wepdor Pavables 252 2258 .22 (252,707 .3
011 MAY 211@003008 Due To Other Funds §,292.70 (5,592}
012 JUM B s+ Interfund Due-To §,292.70 (8,892 .,
211101008 Goods ReceiptfInvoice Receipt 24 539 .97 (34,538 (L
E **  fccounts Payable-Goods Recedived 24 5389 .97 (34,538 . fa
[»
alD] LKD) fig) | [<[¥]
| 02 | OWR

AASIS Support Center

April, 2002

First, go into the trial balance.
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=1E

Extraz  Settings

1 H

=ystem  Help

e SHE DL EE @0

Goto Wiew

@ T
Trial Balahce
HEalhT @% 0O &9 ié ¥ 9|

[H] Column | So Onioft g5 5{8 3{8 ao

AASIS Support Center

April, 2002

Select the office integration 1con.

Logency (0543 E
Wariation: Characteristics Fand:y * E
Petiod O Period:@..12 ml
gl % Debit Credit
T - 1000543081 Cash Journal FET 0543 - CJ Qo0 199, 344 .87 (199,344.E_
Wariation: Period B |** Cash On Hand 199,344 a7 (199,344
5 lE*EFIE-TRLEI.-'J‘«LSEIEI:tiI:u'| a0 A0 AEE  Cash in State Treasury 2,544 37VE6.29 (492 352 .7
qon cF 110808413081 Cash in State Treasury - Outg 187,723 .38 (1,955 975 .
- 11Ee1 a2 Cash in State Treasury - Incao 1,586, 693,74 (989, FES .
001 JUL a 1100001803 Cash in State Treasury - EFT 19,315.84 (59,329 . {—
o0z AL T **  Cash in State Treasury 4 335,109 .25 (3,497 429 .
1105430010 CASH IN BANK FET ©0543 - accou 111,802 .54
o3 =Ep ~ 1105430020 CASH IN BAMK FET 0543 - ACCOU 141 ,837.03
004 oCT T **  Cash in Bank 253,639 .87
005 o 1140802008 Loans to other Funds 110, B0 06 (110,808 1
: 1140003088 Due To / Due From Clearing 1,291 ,555.70@ (1,396, 436 .,
0oe DEC B s+ Interfund Recejwable 1,401 ,555.70 (1,506, 436 .}
007 Jam 1990150008 Egquipment [(Modified) 34,542 31 (2,195,
0iE FEB Ff **  fccumulated Depriciation 34 542 N [2,195.°:
endor Lccofnts Pavable . : . :
- 21101088 Yend 4 Bnt=s F bl 245 613.34 [246 092§
009 kAR 2110001300 Miscellaneous Accounts Payabl 3,433 .80 (3,433.¢
010 APR 21100020080 Employes Accounts Payahble 3,181 .08 [3,181.1(
, B |** Vendor Payables 252,225 .22 (252, 7E7 .,
011 MAY 211@003008 Due To Other Funds §,292.70 (5,592}
012 JUN B |** Interfund Due-To §,292.70 (&,892.;
211101008 Goods ReceiptfInvoice Receipt 24 539 .97 (34,538 (L
E **  fccounts Payable-Goods Recedived 24 5389 .97 (34,538 . fa
JLadle]l B0 ] =
ool [ I[4][»]
a2 | OWE
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Office Integration

1 Insctive
@ Microsoft Excel
(i Lotus 123

Select Microsoft Excel and deselect
Worksheet protection

109
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Conszider the consequences

w7 || Mewr entry @

You will receive two warnings:

1. Consider the consequences of turning off worksheet
protection. Click the green check.

2. This workbook contains macros. Click Enable.

110
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Feport  Edit  Goto Miew dtras  Settingz  System  Help
@ JEH I @@ BEHE DDO20 EE @D
Trial Balance
|E@ﬂﬂﬁ|@ El&i?fxﬁ?|@| Column |ﬁ0nmffﬁq’—§5{ga’{g§g
Wariation: Characteristics File Edit Miew Insert  Formak  Tools Daka  Window  Help Type a question for help =
ierizd % =2~ I=1r T Wik =D
Lin
(=]} &2 T ¥ | .
Wariation: Periodd A il B
@ £+ ZFIZ-TRLBAL Selection  oo|l-L2L2)] A B | c | o
000 CF T} .
0 JUL i 2| | Debit
a0z ALG r = | 3 1000543001 Cash Journal FET 0543 - CJ 001 79.733.94
003 SEP = | 4 | | Cash On Hand 7973304
004 OCT - | 5 1100001000 Cash in State Treasury 65 573.49
—— b 1100001001 Cash in State Treasury - Outgoing
[ 006 DEC 7 100001002 Cash in State Treasury - Incoming 23,002,290 (.
[ 007 Jan - | B 11EIEIEIEI1EIEI3 Cash in State Treasury - EFT Outgoing
1 - [T E e W lniaa

The spreadsheet appears in the report section of the
screen, and has the full Excel toolbar. You can
expand or retract the different sections, and you can
drill-down on the totals from here. It works just like
the standard AASIS Trial Balance report.

AASIS Support Center
April, 2002
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Report  Edit

Gota

Settingz

T80 Sa@ BEE

Zystem

Reporting from AASIS with Microsoft tools

00 08 EE |

Trial Baianhce

EENE NI e

Yariation: Characteristics
Period
Fund

(LI

Wariation: Fund

{3 * Fund group
1960100 1960100
1963000 1963000
ETEOQOQOO ETEQQOO
ETECQ100 ETEQY 00
ETE1500 ETE1S00
ETE2000 ETE2000
ETEZ700 ETEZ700
FTE7300 FTEF300
HBZ38.4.0, WEG350,.0,
KBH4301 KBH4301
HBH4302 KBH4302
KBH4303 KBH4303
[E] KA.I5430 KA.IS430

lai el

AASIS Support Center
April, 2002

Select File > Save Copy As..
to your desktop or another drive. You cannot drill
down after you export the spreadsheet

. to save the s

El&?ﬁﬁ?|§l Column |ﬁ0nmff§-§5{gﬁ>{gﬁ
File | Edit  Wiew Insert  Format  Tools Data  Window  Help
[ Mew... Chrl+M -4l |jm @ e w1
-
Update Chrl+s | C | D
| Save Copy As... .
N Debit Crey
G5 Save as'eb Page... 1 001 199 344 87 (19t
199 344 57 RN
2544 37529 145:
itgaing 187 ,723.38 (1,95¢
COrming 1586 k93,74 198t
Page Setup. . T Outgaing 19,315.84 (5L
Print & 4 338 ,109.25 (345
S el ' L ACCOUNT 111,802.54
ACCOUR 141 837.03
&b print.., Ctri+p 253 B33 87 )
110,000.00 NN
Send To » 1 701 555 71N 1 20r

preadsheet
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Eeport  Edit Goto  Wiew Extras  Zeftings System Help

@ @@ae SHE D hoas BRE @M

Trial Baianhce

HEalhT @5 0O &9 é ¥ I | Column | | &% onoft | |24 &8 38 S
Wariation: Characteristics L File | Edit  Wiew Insert Format  Tools Data  wWindow  Help
Period % [ Mew... ZhrlHM - Al m @ » - arial - 1l
Fund
E s b
Yariation: Fund a
<@ 3 * Fund group [ Update Chrl+5 | C | D
1360100 1960100 | Save Copy As... Debi c
1953000 1963000 cave a5 Web Pa ebit re«
0e...
ETEO000 ETEQOOO L= J 001 199 344 .87 i EIE
ETEO100 ETEDT 00 193 '344'8? (1 9:
ETE1500 ETE1500 _ 2544 376,29 (‘19:
ETES000 ETES000 itgoing 187 723.58 (195
. zorming 1585 F93.74 (5L
: Page Setup. .. T Dutgoing 19,5315.84 (a4
FTE7300 FTEF300 g& -Etp 433,100, 95 (3 49;
KBG3BAA KBG3BAA Print Area » | ACCOUNT 111 802 64 |
HEST HERR S0 ACCOUNT 141 537,03
b mwreor (5 o o o
[ wRA.I5470 KALISAAN Send To 4 1 7201 EER TN 1 20

integration icon [F
iiﬁtartl J :_i[j ﬁ a2 J 3] Reparting | Repu:urtin...l Instructi... ”‘_'Trial Bal... |@5@-@%@£%Qﬂ 2:03 PM
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Office Integration

1 Micro=soft Excel
0 Lotus 123

v | Wiorksheet protection

v K

Select Inactive.

If you don't, the next time you try to run a Trial Balance it
will default to Excel rather than the standard AASIS
report
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